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1 Introduction

This chapter contains Background information, Security Requirements, and Contact information.

1.1 Application Background

In accordance with existing requirements, GSA must maintain a database of vehicle information
on all vehicles registered to federal government agencies. Beginning with the 2009 ordering year
the Federal Motor Vehicle Registration System (FMVRS) began collecting information on new
vehicles at their ordering point in the Requisitions, Ordering and Documentation System
(ROADS) and on new tag production from the UNICOR system. This information, which
includes the Vehicle Identification Number (VIN), Tag Number, and Contact information for
each vehicle, is stored in the FMVRS database.

1.2 Security Requirements
Security Requirements include the following:
e Users are distinguished by Agency, Bureau, and Office and can only access information
for their own Agency/ Bureau.
o Users will be locked out after three consecutive, unsuccessful login attempts.
e User IDs are 7 characters in length, as follows:
o Characters 1 and 2 will be the user’s Agency
o Characters 3 and 4 will be the user’s Bureau
o Characters 5 — 7 should be the user’s initials
e Three types of users are defined:

o Super-User: Super-User permission level will be the highest permission level and
will be for GSA Fleet/OGP/etc. administrators that require access to all Agencies and
Bureaus. A Super User:

e Should be able to create users in any Agency/Bureau and define permission level.
e Can be either read or read/write for record access.
e Privilege option for modifying users (create user/reset pass).

o Master-User: Master permission level will be the second highest level and is
intended for Agency administrators. A Master User:

¢ Should allow the user to create and distribute LIDs to others in any Bureau within
the Agency (at or below “Master” or “User” level).

e Can be either read or read/write for record access.
e Can be given upload permission.
e Privilege option for modifying users (create user/reset pass).

L-MNF-UMO003-02 1 February 23, 2012
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o User: User permission level will be the lowest level. A User:
e Has Agency access by default but can be restricted at the Bureau level.
e Has Read permission by default.
e Can be given upload permission.

1.3 Contact Information

For technical assistance with the FMVRS application, contact the GSA Fleet Technical Support
Team by phone or email.

Hours of Operation:

8:00 a.m.—7:00 p.m. EST (M - F)
Contact Information:

Phone (Toll free): 1-866-472-6711
Email: gsafleet@gsa.gov

For questions or concerns about policy issues related to the FMVRS, contact the GSA Office of
Governmentwide Policy.

Contact Information:
Email: Vehicle.Policy@gsa.gov
Phone or email Karl Wolfe @ (202) 219-0446/ karl.wolfe@gsa.gov

For questions or concerns about license plate production or orders, contact UNICOR.
Contact information:
Dwayne Brennan @ (301) 784-1000, extension 3011/ dbrennan@central.unicor.gov.

L-MNF-UMO003-02 2 February 23, 2012
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2 Logging In

This chapter describes how to access the FMVRS web page and how to log in to the system.

2.1 FMVRS Home Page
This section describes the functionality of the FMVRS Home Page.
To access the FMVRS Home Page:
1. Enter the following URL in your internet browser: fmvrs.fas.gsa.gov.
The FMVRS Home Page, shown in Figure 2-1, will be displayed.

FMVRS.FAS.GSA.gov Brought to you by
\ The Official Government Sitge to GSA Fleet

Register Federal \Vehicles LYYl General Services Administration

* About FMVRS +* ContactUs * Privacy and Security

Continue

| Supported Browsers | System Status |

Figure 2-1. FMVRS Home Page

To view information about FMVRS: Select the About FMVRS link.
For technical assistance with the FMVRS application: Select the Contact Us link.
For privacy and security information: Select the Privacy and Security link.

For information related to the status of the system: Select the System Status link at
the bottom of the screen.

ok~ wn
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2.2 Logging in to FMVRS

When you log in to FMVRS for the first time, the My Account screen will be displayed, and you
will be required to update your account information and change your password. On subsequent
logins, the Main Menu will be displayed.

The Main Menu contains the following sections:
e \ehicles Menu: This module allows you to manage vehicles and VINSs.
e Security Menu: This module allows you to manage User accounts.
e Reports Menu: This module allows you to generate various reports.
e License Plates Menu: This module allows you to manage License Plate records.

2.2.1 Logging in to FMVRS for the First Time

This section describes how to log into FMVRS if you have recently obtained a new user account
and have not logged in before. (Before you can log in, you must obtain a User ID and Password
from your Agency Fleet Manager.)

To log in to FMVRS for the first time:

1. Access the FMVRS Home Page, as described in Section 2.1: FMVRS Home Page, and
select the Continue button.

The Login screen, shown in Figure 2-2, will be displayed.

FMVRS.FAS.GSA.gov BrouicEarwon B
The Official Government Site to GSA Fleet

Register Federal \ehicles [€RYN General Services Administration

4
* About FMVRS  Contact Us * Privacy and Security
Federal Motor Vehidle Registration System(FMVRS)  User ID: [ password (case sensitive): [ [ Sion 1o

Please Enter your User ID & Password

Forgot Password?

Figure 2-2. Login screen
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2. Enter your User ID and Password, and select the Sign In button. (If you do not have a
User ID and Password, contact your Agency Fleet Manager.)

The User Account screen, shown in Figure 2-3, will be displayed, and you will be
prompted to enter your account information and change your password.

(See the Section 4.1: My Account for instructions on updating your account information.)

Brought to vou by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to

Register Federal ehidles [€RYAq General Services Administration

* Main Menu * About FMVRS *ContactUs = Privacy and Security *Logout
7700AGZ My Account

Contact and security info should be updated at the first login

Enter details and click 'Submit’ to change details.

Contact information
International Address?: ™

City: |
First Name: [John State: |-Select one - =
Middle Initial: I.J Country: |UNTED STATES =

Last Name: IJingIe Zip Code: I - I
Address1: I International Zip: I

Address2: I Phone: | | |
Address3: I International Phone: l—
Addressd: | Email Id: |

Security information

Secret question: I

Secret answer: I

0Old Password:

New Password: I

Confirm New Password:

* = Required

Password Rules.

. Must be & characters long.

. Must not have spaces.

First and last characters must not be numeric.

. Must have at least one special character, one number and cne letter.

Must not be re-used.

. Must not contain the User ID.

. Must not contain any 3 consecutive characters from the previous password.

=T I ST K

Figure 2-3. User Account
3. Update the required fields and then select the Submit button.
The message “User data changed” will be displayed — shown in Figure 2-4.
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Brought to yvou by
FMVVRS.FAS.GSA . .gov GSA Fleet
The Official Government Site to .
REQiStEF Federal \Vehicles G S;f-,‘ General Services Administration

* Main Menu +About FMVRS +ContactUs +Privacy and Security =»Logout

ederal Motor Vehicle 7700AGZ My Account

User data changed. Click 'Main Menu' tab to continue

Enter details and click "Submit’ to change details.

Figure 2-4. User Data Changed
4. Once your account information has been updated, select the Main Menu link at the top
of the screen to continue.
2.2.2 Logging in to FMVRS

This section describes the normal procedure for logging in to FMVRS. If you are a First Time
User, see section 2.2.1 Logging in to FMVRS for the First Time.

To log in to FMVRS:

1. Access the FMVRS Home Page, as described in Section 2.1: FMVRS Home Page, and
select the Continue button.

The Login screen, shown in Figure 2-2, will be displayed.

2. Enter your User ID and Password and select the Sign In button. (If you don’t know your
password, select the Forgot Password? link and refer to Section 2.3: Forgot Password.)

The Main Menu, shown in Figure 2-5, will be displayed. (The User ID of the logged in
user will be displayed at the top of the page.)

L-MNF-UMO003-02 6 February 23, 2012
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
3 [€RYAY Ceneral Services Administration

* About FMVRS * ContactUs * Privacy and Security *Logout
7700AGZ Main Menu

Click on a link to access the option

Vehicles Menu

Vehicle Detail

) y Security Menu
List of Vehicles

{2 MyAccount
VIN Change c#%%ﬁ" -
! 4
. 5 ’z_., Manage Accounts
Vehicle Status Update W £
& List of Users
Look Up Vehicle l
Contact Info Office Management
Iransfer Vehicle to Mass Office Transfer
New Agency
Mass Update Vehicle Bulk Data
POC Upload

License Plates Menu
License Plate Detail

Reports Menu List of License Plates

P\
;.% \ Eederal Tag Change
@ Report Features ,
=] . i :
_— Assign License Plate to VIN
Agency Vehicle
» »

Update Plate/VIN

Inventory Association

Agency License Plate Disassociate License Plate
Inventory from VIN

License Plate Status Update

UNICOR Order Maintenance

| Current spreadsheet template | EMVRS User Guide Version 7 (Updated January 28, 2011) |

Figure 2-5. Main Menu
The Main Menu screen contains the following links at the bottom of the screen:

e Current Spreadsheet template — Opens the current spreadsheet template in Excel.
(The Current Spreadsheet template is used to enter vehicle data for multiple vehicles
if you want to perform a bulk upload.)

e FEMVRS User Guide — Opens the most current version of the user guide.

3. To perform a bulk upload of vehicle information, refer to Appendix C: Agency Upload
Supplement.
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2.3 Forgot Password
This section describes how to retrieve your password.
To retrieve your password:

1. Access the FMVRS Home Page, as described in Section 2.1: FMVRS Home Page, and
then select the Continue button.

The Login screen, shown in Figure 2-2, will be displayed.
2. Select the Forgot Password? link.
The Forgot Password screen, shown in Figure 2-6, will be displayed.

FMVRS.FAS.GSA.gov Brought to you by
The Official Government Sit%: to GSA F’e&‘f

G SJ_-'\ General Services Administration

Reqgister Federal Wehicles

* About FMVRS * Contact Us * Privacy and Security
Federal Motor Vehicle Registration System

Forgot Password

Please enter User ID and click "Search’.
User ID: I—

Name: |
Secret question: |
Secret answer: I

New Password: I—

Confirm New Password: I—

* = Required m

Password Rules.

. Must be 8 characters long.

. Must not have spaces.

. First and last characters must not be numeric.

. Must have at least one special character, one number and one letter.
. Must not be re-used.

. Must not contain the User ID.

L s L R b

Figure 2-6. Forgot Password

3. Enter your User ID and select the Search button.
The Name and Secret Question fields will be populated.
4. Enter your Secret Answer.

5. Enter and confirm your new password—following the Password Rules at the bottom of
the page—and then select the Submit button.’

Your password will be changed and an email will be sent to your email address informing
you that your password has been changed.

L-MNF-UMO003-02 8 February 23, 2012
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3 Vehicles Menu

This chapter allows a user to perform functions related to the management of vehicles and VINs.
The Vehicles Menu contains the following sections:

e Vehicle Detail: Allows a vehicle record to be added or modified.

o List of Vehicles: Allows a list of vehicle records for your agency displayed.
e VIN Change: Allows a VIN to be modified.

e \ehicle Status Update: Allows a vehicle status to be updated.

e Look Up Vehicle Contact Info: Allows a user to look up contact information for any
vehicle registered in FMVRS, regardless of which agency it belongs to.

e Transfer Vehicle to New Agency: Allows an Agency/Bureau to transfer a vehicle to
another Agency/Bureau.

e Mass Update Vehicle POC: is used to update point of contact (POC) information for
multiple vehicles.

3.1 Vehicle Detail

Vehicle Detail allows you to add a new vehicle record and to modify Vehicle Information and
Customer Contact Information for an existing record.

To add a new record:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Vehicle Detail link in the Vehicles Menu module.

The Vehicle Detail screen, shown in Figure 3-1, will be displayed.

L-MNF-UMO003-02 9 February 23, 2012
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Brought to you by
GSA Fleet

[€RY.q General Services Administration

FMVRS.FAS.GSA.gov

& The Official Government Site to
Reqgister Federal Wehicles

* Main Menu  About FMVRS +*ContactUs +*Privacy and Security *Logout

7700AGZ Vehicle Detail

Federal Motor Vehicle Registration System (FMVRS)

1 — Y IR 5corch vin ] Add]

To FIND a record, search on TAG or VIN

To INSERT a NEW record, enter data and click ADD.

Vehicle information

Office: [000 - All Offices
New Tag?: [T

Equip: Number:l

Model Year: I *

Override VIN check: |No 'l

Agency: | 77 - All Agencies j * Bureau: m #
VIN: * Federal Tag: —
Vehicle Status: | Click for list of all statuses Additional Tag: l—
Make: * Model:[ | =
Color: |-Select jll Fuel Type: |-Select jll

Commercially-leased: |No 'l

Fast Reported: IYes 'l

International Address?: [

Customer contact information
[T Transfer POC information from previous record

Primary (Garage Address) Contact
International Address?: [

Secondary Contact

Name: | * Name: | *
Garage Address1:| * Address1:| *
Garage Address2:| Address2:|
Garage AddressS:l Addr9553:|
Garage Addresstl:l Addressd:l
Garage City: * City: *
Garage State: |-Select one - =l State: |-Select one - LI
Garage Country:|u|.|’£: STATES =l | Country: | UNTED STATES =
Garage Zip: | | | * Zip: | | '
Phone: | | | Ext: | | * Phone: | | | Ext: | |
Alt Phone:l I I Ext: I I Alt Phone: I I I Ext: I I

Email address:l

* Email address:l

* = Required

[ rdd [~ Cicor Screen |

Figure 3-1. Vehicle Detall

L-MNF-UM003-02

10

Controlled Unclassified Information

February 23, 2012



FAS Applications, Maintenance
and Enhancements (FAME)

FMVRS User Manual

2. Select your Agency, Bureau, and Office from the respective drop-down lists.

3. Inthe Vehicle Information section, enter vehicle information for the new vehicle.
(Mandatory fields are denoted by a red asterisk (*).)

4. Enter the Vehicle Identification Number in the VIN field.

If necessary, you can change the entry in the Override VIN check to ‘Yes’.

The VIN must pass several industry standard validations to be accepted by the system
unless the Override VIN check field is set to ‘Yes.” (You should only set the VIN
override to ‘Yes’ if the VIN will not pass validation and you are sure that the VIN you
are entering is valid.)

If you are assigning a tag to the vehicle, enter the tag number in the Federal Tag field.

If the tag is a new tag, i.e., it does not exist in the FMVRS database, check the New Tag
check box. (Checking the New Tag check-box will cause the system to create a new tag
record without an expiration date.)

8. Enter the Make, Model, and Model Year in the corresponding fields.
9. Select the Color and Fuel Type from the corresponding drop-down lists.

10. Vehicle Status will default to AC (Active) and cannot be modified here. (To view a list of
tag status codes and descriptions, select the Select for List of all Statuses link—the
Vehicle/ Tag Statuses screen is shown in Figure 3-2.)

FMVRS.FAS.GSA.gov
The Official Government Site to
Register Federal \Vehicles

Vehicle/ Tag Statuses

Vehicle Statuses Tag Statuses

AC - Active AT - Attached to a vehicle

AN - Available Now from OEM DA - Destroyed by agency

CC - Shipped from OEM DS - Destroyed by UNICOR

IN - In Process by OEM MS - Missing

IV - Invalid Vehicle PD - Pending Destruction

MS - Missing RC - Received by agency and stored
SD - Sold RT - Returned and received by UNICOR
SP - Scheduled for Production by OEM SH - Shipped to agency

TR - Transferred TC - Tag Change

WC - VIN Change

Close Window I

Figure 3-2. Vehicle Statuses
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11. Enter contact information in the Customer Contact Information section. (Mandatory
fields are denoted by a red asterisk (*)).
(To transfer contact information from the previous Vehicle Detail record, check the
Transfer POC Information check-box.)

12. Once all of the required fields are populated, select the Add button.
If all of the entries pass validation, a new record will be created, and the message Vehicle
Record Added, shown in Figure 3-3, will be displayed.
If the message ‘Tag does not yet exist’ is displayed, it means that the Tag does not exist
in the FMVRS database.

12.1. If you see this error message, but want to add the Tag anyway, check the New
Tag check box, and then select the Add button again.

Note: Adding a tag that does not exist in the FMVRS database will result in the tag being
created without an expiration date, and, if the tag was ordered from UNICOR, a duplicate
will be created once the tag is uploaded to the database.

If a tag was ordered from UNICOR, it should not be attached to a VIN until the tag has
been uploaded by UNICOR to the FMVRS database.

12.2. Select OK.

The vehicle record will be added, and the message ‘Vehicle record added’ will
be displayed at the top of the screen.

L-MNF-UMO003-02 12 February 23, 2012
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Brought to you by
GSA Fleet

[CRYa General Services Administration

FMVRS.FAS.GSA.gov

The Official Government Site to

. ‘Register Federal Wehicles

* Main Menu +About FMVRS +ContactUs +Privacy and Security *Logout

Federal Motor Vehicle Registration System (FMVRS) 7700AGZ Vehicle Detail

1 — Y I Scorch vIN

Vehicle record added.

Vehicle information

Agency: | 13- Department of Commerce j * Bureau: | 13 - Office of Inspector General j * Office: Im *
VIN: [98709870979087098 = Federal Tag: | New Tag?: ™
Vehicle Status: |RC1-Acti'\-"= j Click for list of all statuses Additional Tag: l— Equip: Numher:l
Make: [Ford = Model: [Comet = ModelYear:W *
Color: |Red jl | Fuel Type: | Gasoline Dedicatedj > |
Override VIN check: TSLI Commercially-leased: [No » Fast Reported: m

Customer contact information
[T Transfer POC information from previous record

Primary (Garage Address) Contact
International Address?: [©

Name: IJohn Jingle =
Garage Address1: |999 Jingle Way .

Secondary Contact
International Address?: [

Name: |Jane Jingle -
Address1: [399 Jingle Way "

Garage Address2: | Address2: |
Garage Address3: | Address3: |
Garage Addressd: I Addressd: I
Garage City: |Jingleville * City: |Jingleville *
Garage State: | Federated States of Micronesia =l State: | Federated States of Micronesia =l

Garage Country: |LI|.|’E: STATES =l I Country: | UNTED STATES =
Garage Zip: [22223  [3333 | = Zip:[22223  _[3333 | .
Phone: [444 _[455 | [5666 | Ext: | [ - Phone: [444 _[5856 _[5885  Ext: | [ -
Alt Phune:l I .I Ext: I I Alt Phune:l I —I Ext: I I

Email address: |john.jingle@gsa.gov

+ Email address: Ijane.jingle@gsa.gov

* = Required

Figure 3-3. Vehicle Record Added
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To modify an existing record:

1. Access the FMVRS Main Menu, as described in Section 2.2 Logging in, and then select
the Vehicle Detail link under List of Vehicles.

The Vehicle Detail—Add screen, shown in Figure 3-1, will be displayed.

2. Inthe Tag or VIN field, enter the Tag Number or VIN of the record to be modified, and
then select the Search Tag or the Search VIN button.

The record will be loaded and the Modify button will be displayed at the bottom of the
screen in place of the Add button, as shown in Figure 3-3.

3. Modify the record as necessary and select the Modify button.

e A vehicle with a status of ‘MS’ (Missing) or ‘SD’ (Sold) cannot be modified.
e The Agency, Bureau, VIN, and Status fields cannot be modified.
e The Federal Tag field cannot be modified if a Tag is already attached.

If all of the entries pass validation, the vehicle record will be updated and the message
‘Vehicle Record Modified’ will be displayed.

If you are adding a Federal tag and the message: ‘Tag does not yet exist’ is displayed,
this means that the Tag does not exist in the FMVRS database.

3.1.  If you see this error message, but want to add the Tag anyway, check the New
Tag check box, and then select the Modify button again.

Note: Adding a tag that does not exist in the FMVRS database will result in the tag being
created without an expiration date, and, if the tag was ordered from UNICOR, a duplicate
will be created once the tag is uploaded to the database.

Therefore, if a tag was ordered from UNICOR, it should not be attached to a VIN until
the tag has been uploaded by UNICOR to the FMVRS database.

3.2.  Select OK on the pop-up.
The vehicle record will be updated.

L-MNF-UMO003-02 14 February 23, 2012
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3.2 List of Vehicles

The Vehicles list displays a list of vehicle records. GSA super-users can view all vehicle records,
while field administrators can only view records for their agency.

The List of Vehicles screen allows you to customize the list of records displayed in three
different ways:

e Reordering: The list of records can be re-ordered by selecting a value from the Re-Order
drop-down list. Records can be reordered by:

VIN

Federal Plate

Make/ Model

Garage Zip

Additional Tag

e Filtering: The records displayed on the List of Users screen can be customized by
selecting a value from one of the filter drop-down lists. Records can be filtered by:

o Agency/ Bureau/ Office
o Model Year
o Vehicle Status

e Searching: Individual records can be returned by entering a value in one of the search
fields. Records can be searched by:

VIN

Federal Tag

o Garage Zip Code
o Additional Tag

To sort, filter, or search the vehicle list:

O O O O

o

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Vehicle List link in the Vehicles Menu module.

The Vehicle List screen, shown in Figure 3-4, will display a list of vehicle records for
your agency/bureau/office — sorted by VIN.

The list of records displayed will depend on your security level. (Unless you are a Super
User with access to all user records, only the records for your agency will be displayed.)

L-MNF-UMO003-02 15 February 23, 2012
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FMVRS.FAS.GSA.gov
The Official Government Site to
Register Federal \/ehicles

Federal Motor Vehicle Registration System (FMVRS)

VIN

=

Click search button to apply filters and search
criteria.

7700AGZ

* Main

Menu

filter and search criteria.

Reset Criteria

CRITERIA: SORTED BY VIN

Agency Bureau Office VIN Fed Tag Make
77-All Agencies ¥| [00- All Bureaus | ¥| |000-All Ofices =] |
15 13 000 .1GCGC24K8PE16191 Chevrolet
15 13 000 .1GCGC24KE8PELIG6192 Chevrolet
15 13 000 .1GCGC24K8PE16199 Chevrolet
01 00 000 .1GCGC24K8PE16235 JESSICA Jeep
25 a7 000 .78974WSDIUAW1275 Chevrolet
15 03 000 *#E241231 DIE3270 ELLIOTT
80 07 000 **j NADOS77T LSST TRAILER
ar. AM GENERAL

70 45 000 96-34082,C123 12 CORP
00 00 000 a3aaa aa
36 09 BOS aba AB FORD
14 36 000 lkg;1akfdy; lakgfd INTERNATIONAL
47 10 000 zxcvbmnbve ford
21 38 000 A-880134 Lincoln Arc Wel
36 09 BOS AA FORD
80 07 000 AA-720539 Trailer
04 00 000 ABA ABA
00 00 000 AAAA aa
03 00 000 ABAMA ford

Model

P/U C-20
P/U C-20
P/U C-20
Grand
Cherokee
F/U C-20
GPT-500

LS5T
TRAILER

MNA

aa
Windstar
MNA
fggfgfRTYY
Trailer
Welding
E-350

System
Trailer

DoD
aa
comet

Year

[ =
1993
1993
1994

2009

1994
1985

1992

1998

2002
2002
2004
2005

1978
1999
1980

2000
2002
2009

* About FMVRS

Click 'Reset Criteria' to clear all values in the

Fuel Color
GAS NONE
GAS NONE
GAS NONE

E85FF  White
GAS NONE
N/A Grey

MNONE White

D White
GASDE Red
GASOLINE White
G White
CNGBI  Yellow
MNOME Gray

GASOLINE White

NOMNE

NONE
GASDE
GASDE

White

Red
Red
Red

* Contact Us

Brought to yo

GSA Flest

(€ YAl General Services Administration

Page Number: 001

* Privacy and Security +*Logout

Vehicle List

. Veh.
Gar. Zi Addtl. Ta
P Stat. 9
100010000 wC
100010000 VC
100010000 wC
000000000 AC
100010000 TR
982700000 AC
328900000 AC
303450000 TR
000000000 AC A
165040000 AC
303450000 AC
555550000 AC
236040000 AC
165040000 vC
328990000 vC
555550000 TR DoD
000000000 e A
000000000 vC

Page Number: 001

Figure 3-4. Vehicle List
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2. To reorder the list of vehicle records, select a value from the Re-Order drop-down list,
and then select the Re-Order button. (\Vehicles records can be reordered by VIN, Federal
Plate, Make/Model, Garage Zip, or Additional Tag.)

The vehicle records will be sorted based on your selection.

3. To filter the list of vehicle records, make a selection from one of the filter drop-down
lists and then select the Search button. (VVehicle records can be filtered by Agency,
Bureau, Office, Year, and Vehicle Status.)

The records matching your filter value(s) will be displayed.

Records can be filtered on more than one value by selecting values from more than one
filter drop-down list. (If filters are applied one at a time, each successive filter value will
be applied to the list of records returned by the previously entered filter value, e.g. if
records are filtered for the model year 2000, a list of records matching that model year
will be returned. If another filter is then applied, such as ‘AC’ (Active) from the Veh Stat
drop-down, then the records for all vehicles for the model year ‘2000’ with a Status of
‘AC’ will be returned.) (If multiple filters are entered simultaneously, they will be
applied from left to right, e.g. if you select filter values from the Model Year, Fuel, and
Veh. Stat. drop-down lists, the records will be sorted first by Model Year, and then by
Fuel Type, and then by Vehicle Status.)

4. To search for a specific vehicle record, enter a value in one of the search fields and then
select the Search button. (Vehicle records can be searched by VIN, Federal Tag, Garage
Zip Code, or Additional Tag.)

The record matching your search value will be displayed.
5. Toclear your searches and start over: Select the Reset Criteria button.
Your list of records will be reset to display all records.
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3.3 VIN Change

VIN Change allows you to modify a Vehicle Identification Number. A VIN should only be
changed because of inaccurate VIN information provided by the Agency during bulk upload/
manual entry or by the manufacturer during ordering. (Fleet vehicles cannot be modified in
FMVRS.)

To modify a VIN:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the VIN Change link in the Vehicles Menu module.

The VIN Change — Search screen, shown in Figure 3-5, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Flest

The Official Government Site to
Register Federal “ehicles

* Main Menu +About FMVRS +ContactUs «+Privacy and Security +Logout
F7700AGZ VIN Change

[@RYAW General Services Administration

A VIN should only be changed because of inaccurate VIN information provided by the
Agency during bulk upload /manual entry or by the manufacturer during ordering.

Once an inaccurate VIN is changed, it will no longer be usable in the FMVRS.
Enter VIN to be changed and click 'Search’.

VIN Selection

Old VIN Exa

Figure 3-5. VIN Change — Search
2. Enter the VIN to be modified in the Old VIN field and select the Search button.

The vehicle record will be displayed on the VIN Change screen, as shown in Figure 3-6.

If the vehicle is a Fleet vehicle the VIN cannot be modified—in which case the following
error message will be displayed: ‘Fleet Vehicles Cannot be Modified in FMVRS.”

L-MNF-UM003-02 18 February 23, 2012
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FMVRS.FAS.GSA.gov

&, The Official Government Site to
\ (€YY General Services Administration

* Main Menu +About FMVRS =+ ContactUs +«Privacy and Security +Logout
7700AGZ VIN Change

Please confirm you want to change the VIN entered.
After confirmation, enter the new VIN and click "Submit' to change.

VIN Selection

R ECECTe=EEl .o [T m—— .o |

Vehicle Information

Agency: | 15 - Department of Justice j Bureau: | 13 - Federal Bureau of Investigation j Office: | 000 - All Offices j
VIN: | 1GCGC24K3PE16191 Equip: Number: |15930204 Federal Tag:

Additional Tag: Make: |Chevrolet Model: IF','U c-20
Model Year: |1993 Color: [NONE Fuel Type: IGAS

Garage Zip: [10001 - IDDDD Override VIN check: |No j Fast Repuned:l‘(esj
Vehicle Status; | VC-VIN Change =

Go to Wehicle Detail

Figure 3-6. VIN Change — with Vehicle Data

The Go to Vehicle Detail link at the bottom of the page will take you to the Vehicle
Detail screen and populate it with the Old VIN information.

3. Enter the new VIN in the New VIN field, and select the Submit button.

A pop-up, shown in Figure 3-7, will be displayed that will describe the conditions under
which a VIN can be changed and will ask you to confirm your decision.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

N The Official Government Site to
\ (€)Y General Services Administration

* Main Menu +About FMVRS =+ ContactUs = Privacy and Security +Logout

7700AGZ VIN Change

Please confirm you want to change the VIN entered.
After confirmation, enter the new VIN and click "Submit' to change.

VIN Selection

oiavin [TGcecznareie | JEETEN —-> wewvin [1Gcaconereicz: | T
T x

9 A WIN should only be changed because of inaccurate YIN information provided by the Agency during bulk uploadimanual entry or by the manufacturer during

A \'2 ordering. By selecting YOK” below, vou are confirming that this is indeed the case. After selecting 'OK’, the current WIM will be changed to the Mew YIN supplied. Office: m

1 The current YIM status will be changed from Active’to %IM Change” and if there is a bag associaked with the current VIR, it will become associated with the hew Ice: | U - All Wilces
WIN,

ederal Tag:

Additionz Cancel Model: IP,’U C-20
Model Fuel Type: IGAS

Garage Zip: [10001 - IDDDD Override VIN check: |No j Fast Reporled:l‘r‘esj

Vehicle Status: I‘c"ZZ-‘u’\N Change =

Go to Vehicle Detail

Figure 3-7. VIN Change — Warning
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4. Select OK. (If the system won’t accept the new VIN and you’re sure it is entered
correctly, you can override the VIN check by selecting ‘Yes’ in the Override VIN Check
checkbox. This will prevent the system from validating the VIN.)

The VIN will be changed, and the status of the old VIN will be changed to ‘VC’.
The Vehicle History for the record will be updated.
If a tag was associated with current VIN, it will become associated with the new VIN.

5. To change another VIN, select the Change Another VIN button.
You will be returned to the VIN Change screen.
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3.4 Vehicle Status Update
Vehicle Status Update allows you to update the status of a vehicle and enter relevant comments.
The status of a vehicle can be updated to one of the following statuses:
e AC—Active
e |V—Invalid Vehicle
e MS—Missing
e SD—Sold
Note: A vehicle in ‘VC’ status cannot be modified.
To update the status of a vehicle:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Vehicle Status Update link in the Vehicles Menu module.

The Vehicle Status Update screen, shown in Figure 3-8, will be displayed.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

&% The Official Government Site to
) GS;—A\ General Services Administration

* Main Menu +About FMVRS +ContactUs +*Privacy and Security *Logout
7700AGZ Vehicle Status Update

Enter VIN and click "Search’'.

un | [ “Scarch |

Vehicle information
Agency | Bureau | Office | FEDTag | Make | Model | Status

New Status: |-Selectone- LI Click for list of all statuses

History
Date | Time | Status | User ID
Comments
=
[ -
Enter additional comments below
=
[ -

Figure 3-8. Vehicle Status Update

2. Enter the VIN of the vehicle to be modified in the VIN field, and select the Search
button.

The screen will be populated with Vehicle Information, as shown in Figure 3-9.
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FMVRS.FAS.GSA.gov Brought to you by
The Official Government Sitge to GSA Ffeef

Register Federal Vehicles [EeYAl General Services Administration

* Main Menu +About FMVRS +ContactUs *Privacy and Security +*Logout
7700AGZ Vehicle Status Update

Select new status and click 'Update Status' to modify

un [ececonersier: | SN

Vehicle information

Agency Bureau Office FED Tag Make Model Status
01 0o 000 JESSICA Jeep Grand Cherokee AC Active
New Status: |AC-Active x| Click for list of all statuses
History
Date | Time | Status | User ID
Comments
05/04/11 01:01 T7700JEM - Vehicle was associated to Tag JESSICA ;I
[/
Enter additional comments below
[/

Figure 3-9. Vehicle Status Update — with Vehicle Information

3. Select the appropriate Status from the New Status drop-down list, and then select the
Update Status button. (To display a list of vehicle status codes and descriptions, select
the Select for List of all Statuses link.)

The new status will be saved, and the message ‘Vehicle Status Updated’ will be
displayed at the top of the screen, as shown in Figure 3-10.
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FMVRS.FAS.GSA.gov Brought to you by
The Official Government Sitge to GSA Ffeef

Register Federal Vehicles [EeYAl General Services Administration

* Main Menu +About FMVRS +ContactUs *Privacy and Security +*Logout
7700AGZ Vehicle Status Update

Vehicle status updated.
FED Tag status updated.

un [iececoerees: | IS

Vehicle information
Agency Bureau | Office FED Tag Make Model Status
01 00 Qoo JESSICA Jeep Grand Cherokee MS Missing

New Status: |M5-Missing x| Click for list of all statuses

History
Date Time Status User ID
1072612011 09:15 AM MS Missing 7700AGEZ
Comments
05/04/11 01:01 7700JEM - Vehicle was associated to Tag JESSICLR ;I
[
Enter additional comments below

=
[

Figure 3-10. Vehicle Status Updated

Note: If MS is selected from the New Status drop-down, a pop-up will be displayed
asking the user to confirm whether the tags are also missing, in which case the status of
the tags that were attached to the vehicle will also be updated.

Changing a vehicle to a status of SD will cause the tags to be disassociated from the VIN
prior to placing the vehicle in the SD status. A VIN in ‘“VC’ status cannot be modified.

4. Toadd comments to the record: Type your comments in the Enter Comments text box
as necessary, and then select the Save Comments button.

Your comments will be saved in the Comments text box along with a date/ time stamp
and the User ID of the logged in user.
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3.5 Look Up Vehicle Contact Info

Look Up Vehicle Contact Info allows users to look up Customer Contact Information for any
vehicle in FMVRS, regardless of Agency/ Bureau.

To look up the owner of a Federal vehicle:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Look Up Vehicle Contact Info link in the Vehicles Menu module.

The Look Up Vehicle Contact Info screen, shown in Figure 3-11, will be displayed.

Brought to you by

GSA Fleet

[eRFN General Senvices Administration

FMVRS.FAS.GSA.gov
%, The Official Government Site to
Register Federal WVehicles

* Main Menu * About FMVRS + Contact Us * Privacy and Security *Logout
Look Up Vehicle Contact Info

Federal Motor Vehicle Registration System (FMVRS) 7700AGZ
This program should be used to look up the current owner of a Federal vehicle outside of your Agency.

‘You may contact the current owner of the vehicle and request a transfer if the vehicle now exists in your Agency's inventory.

To FIND a record, search on VIN.

L I scorch vy |

Customer contact information

Agency: IFF-AIIAg-‘:mi-‘:s =| Bureau: ICC-AIIELHeausj Office: |CCC-AH Offices =

Primary (Garage Address) Contact
International Address?: [

Secondary Contact
International Address?: [T

Garage State: |-E

Garage Country: [Ul

=

Garage Zip:l | I

Email address:l

Name:l Name:l

Garage Address1: | Address1: |

Garage Address2: | Address2: |

Garage Address3: | Address3: |

Garage Addressd: | Addressd: |
Garage City: l— City:

State:

Country:

Zip: |
Phone: - | | Phone: - | |
Alt Phone: - | | Alt Phone: - | |

Email address:l

Figure 3-11. Look Up Vehicle Contact Info — Search
2. Enter a VIN that exists in FMVRS, and select the Search VIN button.

Customer Contact Information for the Vehicle will be displayed, shown in Figure 3-12.
Note: No data can be modified on this screen.

To reinitialize the data fields and remove all of the entries, select the Clear Screen
button.
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Brought to you by
GSA Fleet

[€RYAY Ceneral Services Administration

FMVRS.FAS.GSA.gov

The Official Government Site to

"!%{eglster Federal Vehicles

* Main Menu * About FMVRS * Contact Us * Logout

7700AGZ

* Privacy and Security
Look Up Vehicle Contact Info

This program should be used to look up the current owner of a Federal vehicle outside of your Agency.

You may contact the current owner of the vehicle and request a transfer if the vehicle now exists in your Agency's inventory.

vin: [78974WSDIUAW 1275

Customer contact information

Agency: |25 - National Credit Union Administration j Bureau: SA Advantage IMPAC j Office: | 000 - All Offices j
Primary (Garage Address) Contact Secondary Contact
International Address?: [T International Address?: 7
Name: |Fred Beyer Name: |ChnstcpherMcCcy

Garage Address1: |542W 26th 5t Address1: |1D4-2 Pennsylvania Ave. NW
Garage Address2: I Address2: |
Garage Address3: I Address3: I
Garage Address!l:l Addressd:l

Garage City: IW City:

Garage State: II.E-" ork ;I State: j
Garage Country: [UnmeD s74TES =l | Country: =l
Garage Zip: [10001 . | Zip: |20642 |- I

|
[ I Phone:[202 24 | [aga1 | | |
altphone: 202 [z24 [agzs | | |

Email address: |TEST@GSA.GOV

Phone: [917 [605 3681
AltPhone: 202 [E24 _[4025 | |

Email address: ITEST@GSA GOV

Figure 3-12. Look Up Vehicle Contact Info — with Data
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3.6 Transfer Vehicle to New Agency

‘Transfer Vehicle to New Agency’ allows you to transfer a vehicle from your Agency/ Bureau to
another Agency/ Bureau. After the transfer is processed, the vehicle will be moved to the new
Agency/ Bureau along with all of its associated history, and the transferring Agency/ Bureau will
no longer have access to the vehicle.

To transfer a vehicle to another Agency/ Bureau:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Transfer Vehicle to New Agency link in the Vehicles Menu module.

The Transfer Vehicle to New Agency screen, shown in Figure 21, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
[€RYM General Services Administration

Register Federal \Vehicles
+ Main Menu *About FMVRS =« ContactUs *Privacyand Security +Logout

7700AGZ Transfer Vehicle to New Agency

This program should be used to transfer a vehicle from your Agency/Bureau to another
Agency/Bureau.

After the transfer is processed, the vehicle and all associated history will be moved to the new
Agency/Bureau and you will no longer have access to the vehicle.

Enter VIN and click 'Search VIN'.

v | |~ Search vin_|

Vehicle information

Agency: l_ Bureau: l_ Office: l_

VIN: | Federal Tag: l—
Vehicle Status: I-Sel-':-:t- j Additional Tag: I— Equipment #: I
Make: I Model: I Model Year: l—
Color: Im Fuel Type: |-Se|e-:t- j Garage Zip: I—

Override VIN check: |MNo = Fast Reported: m

Go_to Vehicle Detail
Go to Vehicle Status Update

Figure 3-13. Transfer Vehicle to New Agency — Search

2. Enter a VIN that exists in FMVRS, and then select the Search VIN button. (If the vehicle
is in ‘“VC’ status, an error message will be displayed.)

The screen is populated with the Vehicle Information, as shown in Figure 3-14.
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Brought to you by
FMVRS.FAS.GSA.gov Gon Fleet

The Official Government Site to

Register Federal Vehicles [€RYW General Services Administration

= Main Menu + About FMVRS «ContactUs +Privacy and Security ~Logout
7700AGZ Transfer Vehicle to New Agency

This program should be used to transfer a vehicle from your Agency/Bureau to another
Agency/Bureau.

After the transfer is processed, the vehicle and all associated history will be moved to the new
Agency/Bureau and you will no longer have access to the vehicle.

Click on "Transfer Vehicle' button to Transfer.

VIN [|78974WSDIUAW1275

Vehicle information

Agency: |25 Bureau: IS? Office: IDDD
VIN: |.?89?4WSDIUAW12?5 Federal Tag: I

Vehicle Status: ITR-Transferre-:I ﬂ Additional Tag: I— Equipment #: |199302D4
Make: [Chevrolet Model: [P/U C-20 Model Year: [1994
Color: Im Fuel Type: |C'ther j Garage Zip: IW
Override VIN check: |Yes = Fast Reported: |Yes «

Go_to Wehicle Detail
Go to Wehicle Status Update

Transfer Vehicle

Figure 3-14. Transfer Vehicle to New Agency
3. Select the Transfer Vehicle button.
The Vehicle Transfer screen, shown in Figure 3-15, is displayed.

L-MNF-UM003-02 28 February 23, 2012

Controlled Unclassified Information



FAS Applications, Maintenance
and Enhancements (FAME)

FMVRS User Manual

Brought to you by
%, The Official Government Site to -
Register Federal \Vehicles G S;',‘\ General Services Administration

*+ Main Menu +~About FMVRS +ContactUs +Privacy and Security *Logout
7700AGZ Transfer Vehicle to New Agency

This program should be used to transfer a vehicle from your Agency/Bureau/Office to another Agency/Bureau/ Office.

After the transfer is processed, the vehicle and all associated history will be moved to the new Agency/Bureau/Office and you will no
longer have access to the vehicle.

Select a new Agency/Bureau/Office below and press 'Submit' to process the transfer.

Agency: |25 -National Credit Union Administration | Bureau: |97 - GSA Advantage IMPAC = Office: |000- Al Offices = | m

Vehicle Information

Agency: |25— Bureau: IF Office: W
VIN: [78974WsSDIuAW1275 Federal Tag: [ |
Vehicle Status: |TR-T|‘ansfe|‘r»‘:-:I j Additional Tag: I— Equipment #: |‘IS‘93DZD4
Make: [Cheviolet | Model: [P/U C-20 Model Year: [1934 |
Color: Im Fuel Type: Im Garage Zip: IM

Override VIN check: |Yes ~ Fast Reported: I‘m’»‘:s 'l

Go to Vehicle Detail
Go to Vehicle Status Update

Figure 3-15. Transfer Vehicle

4. Select the Agency, Bureau, and Office to which you wish to transfer the vehicle, and
then select the Submit button.

5. A warning message—shown in Figure 3-16—will be displayed asking you to confirm
your decision.
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FMVRS.FAS.GSA.gov Brougricto you by
W\, The Official Government at% to GSA Fleet

Reqgister Federal “ehicles (€YY General Services Administration

+ Main Menu +About FMVRS = ContactUs *Privacy and Security +Logout
7700AGZ Transfer Vehicle to New Agency

This program should be used to transfer a vehicle from your Agency/Bureau/Office to another Agency/Bureau/ Office.

After the transfer is processed, the vehicle and all associated history will be moved to the new Agency/Bureau/Office and you will no longer
have access to the vehicle.

Select a new Agency/Bureau/Office below and press 'Submit' to process the transfer.

Agency: |13 -Department of Commerce j Bureau: |13-Ofﬁce of Inspector General j Office: |DDD-AIIOfﬁcesj m

Vehicle Information

Agency: |25 Bureau: IS‘? Office: IDDD
x|

3/ The vehicle will now be transferred ta the Agency/BureaufOffice selected. IF a Federal Tag is currently associated ko the Vehicle, it will be disassociated and placed in 'PD" status (Pending

Destruction). Press OK to proceed, o CANCEL to stop the transfer,
coea_|

|Ov9nide VIN check: |‘(esﬂ Fast Reported: |‘fesﬂ

Go to Vehicle Detail
Go _to Vehicle Status Update

Figure 3-16. Vehicle Transfer — Warning
6. Select OK to proceed.
The vehicle will be transferred to the new Agency/ Bureau and the message ‘Transfer
complete,” will be displayed.
The vehicle will be assigned the status of TR — Transferred.

If a tag was associated with the vehicle, it will be disassociated from the vehicle and
assigned the status of PD — Pending Destruction.
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3.7 Mass Update Vehicle POC

Mass Update Vehicle POC is used to update Point-of-Contact (POC) information for multiple
vehicles. Most agencies/ bureaus can only view/ update POC vehicle data for their own agency/
bureau. Users of Agency 77, however, can view/ update vehicle data for all agencies/ bureaus.

Using this functionality, a search can be run for all vehicle records with the same primary or
secondary POC, the same email address, or the same phone number. Any or all of the
information in the returned records can be modified as desired.

To update POC information:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Mass Update Vehicle POC link in the Vehicles Menu module.

The POC Update screen, shown in Figure 3-17, will be displayed.
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Brought to you by
FMVRS.FAS.GSA.gov oGS A Floot
The Official Government Site to -
Register Federal \Vehicles [EeYAW General Services Administration

* Main Menu +About FMVRS +ContactUs +*Privacy and Security +*Logout
7700AGZ POC Update

Please select Search Key, POC, Bureau & click Find Records.

This program should be used to mass update the point of contact (POC) information on several
vehicles at the same time.

To begin, select a Search Key and a desired POC, enter the Search Criteria you are looking for in
this field, and then click Find Records. All records matching this search criteria will be found and
returnad in an on-screen document. You will then be able to review the document, confirm these
are the records you want to change, enter change data, and process the modification.

Important: Updating POC information is restricted to one bureau at a time. To update POC
information please select a bureau from the awvailable list.

Note: When using phone number as the search criteria, enter the 10 digit phone number including
area code. Do not include hyphen, space.

Search key:l-Seled one - vI POC:I-SeIect one - vI
Search Criteria:l
Agency:|77- All Agencies =
B“"EE'U:IDEI - All Bureaus vl
Office:|poo - All Offices ME

* = Required

Figure 3-17. POC Update

2. Select a key from the Search Key drop-down depending on the criterion you want to use
to select the records to be modified, i.e. Contact Name, Contact Phone, or Contact Email.

3. Select the POC type from the POC drop-down list, depending on whether the selected
Search key pertains to the Primary Contact or the Secondary Contact.

4. Type an entry in the Search Criteria field. (Type the name, phone no., or email address of
the primary or secondary contact, depending on your entries in the previous two fields.
For example if you want to update all of the records that have “Tom Jones” listed as the
primary contact, you would select Contact Name in the Search Key field, Primary
Contact in the POC field, and enter Tom Jones in the Search Criteria field.)

5. Select the contact’s agency, bureau, and office, and select the Find Records button.
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The report will be sent to your email address, and the POC Update—Report screen,
shown in Figure 3-18, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
(€Y 4N General Services Administration

Register Federal \Vehicles
* Main Menu +About FMVRS ContactUs *Privacy and Security +Logout

T700AGZ POC Update

Report created, click here if report does not open.

A new document has been created with vehicle records that match your search criteria. Please
review this document and ensure that these are the records you want to change.

Once you have reviewed the records, please make a selection below...

Restart Search

Figure 3-18. POC Update — Report
6. If the report does not open, select the “here” link at the top of the page.

A vehicle report will be displayed in MS Excel.

7. Review the report to be sure that it contains the records that you want to change, and then
select the Continue button.

The POC Update—Process screen, shown in Figure 3-19, will be displayed.

L-MNF-UMO003-02 33 February 23, 2012

Controlled Unclassified Information



FAS Applications, Maintenance
and Enhancements (FAME)

FMVRS User Manual

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
(€YW) General Services Administration

Reqgister Federal \Vehicles
* Main Menu ~About FMVRS « Contact Us * Privacy and Security *Logout
7700AGZ POC Update

Please enter the POC information that you would like to change/update in the previously-
searched records. Use the cancel button to select new search criteria.

MOTE: Please provide data for all required fields.

International Address?: [~

Name:l

Garage Addressd:l
Garage Address2:|
Garage ilddressii:l
Garage ﬂddres&d:l
Garage City:l

Garage State: |—Se|ect one - =l
Garage Country: | UNTED STATES =l |

Garage Zip:l | |
Phune:l I I Ext: I I
Alt Phone: | | | Ext: | |

Email address:l

[ processs ] Cancel

* = Required

Figure 3-19. POC Update — Process
Note: Fields marked with a red asterisk are required fields and must contain entries.

8. Enter data in any of the fields that you want to change and then select the Process button.
(Enter data in any of the fields that you want to change. If no changes are to be made to
the data in the Required fields, you must reenter the current data. Fields that aren’t
marked as ‘Required’ will retain the current entries if no changes are made.)

The records will be updated. (Fields that don’t contain an entry will remain unchanged —
although Required fields must contain an entry.)
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4 Security Menu

This chapter includes procedures covering the management and update of individual accounts by
Users as well as the management and creation of new accounts by administrators.

The Security Menu contains the following sections:

e My Account: Allows you to update your account information.
e Manage Accounts: Allows super users and administrators to manage user accounts.

e List of Users: Allows you to display a list of user records for your agency or bureau —
depending on your security level.

e Office Management: Allows a user to add a new office record

o Mass Office Transfer: Allows a user to transfer records associated with an office to
another office.

4.1 My Account
My Account allows users to update their Contact and Security information.

If you are logging in for the first time, the My Account screen will be displayed when you
attempt to log in, and you will be prompted to update your Contact and Security information.
You can update your Contact and Security information anytime by accessing the My Account
screen.

To update your account information:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the My Account link in the Security Menu module.

The My Account screen, shown in Figure 4-1, will be displayed.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet
%, The Official Government Site to .
A ‘Register Federal \vehicles [€ YAl General Services Administration

* Main Menu +*About FMVRS + ContactUs + Privacy and Security +Logout

T7700AGZ My Account

Contact and security info should be updated at the first login

Enter details and click 'Submit’ to change details.

Contact information
International Address?: [~

User 1D: |77 City: |Jing|evi|le
First Name: |John State: |Maryland =]
Middle Initial: I.J Country: |UNITED STATES =1

Last Name: |.Jir1g|e Zip Code: IZTISB - |2345
Address1: |?SDS Jingle Rd International Zip: I

Address2: | Phone: [444  |222  [3333
Address3: | International Phone: I
Addressd: | Email Id: |john.jing|e@gsa.gcv

Security information
Secret question: IWhose your daddy?

Secret answer: |Y0u arel|

Old Password:

New Password: I—

Confirm New Password:

* = Required

Psssword Rules,

. Must be & characters long.

. Must not have spaces.

First and last characters must not be numeric.

Must hawve at least one special character, one number and one letter.

. Must not be re-used.

. Must net contain the Ussr ID,

. Must not contain any 3 consecutive characters from the previous password.

O LR b

Figure 4-1. My Account

2. Modify the Contact Information as necessary. (Fields marked with a red asterisk are
mandatory.)

3. Modify the Security Information as needed (follow the Password Rules displayed at the
bottom of the screen to enter a new password), and then select the Submit button.

Your information will be updated.
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4.2 Manage Accounts

Manage Accounts allows GSA super users and field administrators to add new users and to
manage user accounts. GSA super users can manage all accounts, while field administrators can
only manage accounts for their agency.

Three types of users can be designated:

42.1

Super User: Super Users are GSA administrators. They can create Super Users, Master
Users, and Users. Super Users have access to all agency/ bureau records.

Master User: Master Users are agency administrators. They can create Master Users and
Users. A Master User can only grant access to records in his agency and can limit the
ability of other Master Users to manage accounts and change tags and VINs.

User: A User will have Read permission by default.

Adding a New User

You must be a Super User or Master User and have ‘Manage Accounts’ permission to add a user.

To add a new user:

1.

Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Manage Accounts link in the Security Menu module. (You must be a Super User or
Master User and have permission to manage accounts in order to see the Manage
Accounts link on the Main Menu.)

The Manage Accounts screen, shown in Figure 4-2, will be displayed.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet
The Official Government Site to -
Register Federal \Vehicles (€Y General Services Administration

* Main Menu *About FMVRS =+ ContactUs = Privacy and Security »Logout
7700AGZ Manage Accounts

Use the filters below to adjust the records displayed in the User Name dropdown below.

User Agency: | 77 - All Agencies jUser Type: I - Select- 'l
User Bureau: |00 - All Bureaus "l

User Offce: [000- ATl Offces <]
(I [Select- <

Please enter user details and click 'Add’ or Search on Lid or Name

First Name: | User Type: lm
Middle Initial:[ | Violation Count:| |
Last Name: | Allow data upload: [~
E-mail: | Allow read and write: [~
Phone:[ Allow Manage accounts: [~
User Agency: | 77 - All Agencies j Restrict to Bureau: [
User Bureau: m Restrict to Office: 7
Office: | 000 - All Offices j VIN/Tag-Change Authority: [~
User Initials: l— Last login date: I—
Password: I—
* = Required

[ 2ci [ ~Clear screen |

Password Rules.
Must be & characters long.
Must contain only A-Z or 0-9.

Figure 4-2. Manage Accounts
Enter the user’s name in the First Name, Middle Initial, and Last Name fields.

Select the user’s agency, bureau, and office from the User Agency, User Bureau, and
Office drop-down lists. (For most users User Agency will default to their agency and
only User Bureau and Office can be selected.) (The User Bureau drop-down will be
populated once the User Agency is selected.) (By default the user will have access to all
bureaus/offices in his agency.)

4. Enter the user’s initials or any three letters that will make the User ID unique (The User
ID is composed of seven characters including a four-digit agency/bureau code and three
letters. The User ID will be displayed at the top of the screen upon login).

5. Type a password for the user, (you need not adhere to the Password Rules at the bottom
of the page—the user will be required to change his password upon login).
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Note: The Violation Count will increment if incorrect passwords are entered. After three
failed login attempts, the user account will be locked.

6. Select a user type from the User Type drop-down.

7. Select check-boxes depending on the permissions the user is to have.

The following permissions are available:

Allow Data Upload — Check this box to allow a user to upload files.
Allow Read and Write — Check this box to allow a user to view and modify files.

Allow Manage Accounts — Check this box to give a Master User or Super User
the ability to create and update user accounts. (If you are a Master User and do
not have this privilege, you will not see this permission.)

Restrict to Bureau — Check this box to give a user access only to tags/vehicles
for his/ her bureau.

Restrict to Office — Check this box to give a user access only to tags/vehicles for
his/ her office.

VIN/ Tag-Change Authority — Check this box to give a user permission to
change Tags and VINs.

8. Select the Add button.

The user account will be added, and the following message will be displayed, as shown in
Figure 4-3: User Record “<User ID>" added.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

\, The Official Government Site to

(€Y General Services Administration

* Main Menu =About FMVRS +ContactUs = Privacy and Security *Logout
F700AGZ Manage Accounts

Use the filters below to adjust the records displayed in the User Name dropdown below.

User Agency: | 77 - All Agencies jUser Type: I Select- 'I
User Bureau: | 00 - All Bureaus 'l
User Ofice: [000- ATl Ofices =]

I Search User ID | Select- = Search User Name

User record '1313TAJ" added.

First Name: ITom User Type: IUser vl

Middle Initial: || Violation Count: [00 |
Last Name: |J0nes Allow data upload: ¥
E-mail: | Allow read and write:
Phone:[ | Allow Manage accounts: 7
User Agency: | 13 - Department of Commerce j Restrict to Bureau:
User Bureau: | 13 - Office of Inspector General j Restrict to Office: [
Office: m VIN/Tag-Change Authority: ™

User Initials: |[TAJ = Last login date: IUU!UU!UUUU
Password: quuu

* = Required

[ Wodity [ Delete ] —Clear Screen |

Password Rules.
Must be 8 characters long.
Must contain only A-Z or 0-9.

Figure 4-3. User Record Added
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4.2.2 Modifying a User Account
Only Super and Master Users with Manage Accounts permission can modify a User Account.
To modify a user account:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Manage Accounts link in the Security Menu module. (You must be a Super User or
Master User and have permission to manage accounts in order to see the Manage
Accounts link on the Main Menu.)

The Manage Accounts screen, shown in Figure 4-4, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
Register Federal \/ehicles

*Main Menu +About FMVRS +ContactUs = Privacy and Security +»Logout
7700AGZ Manage Accounts

(€Y Ceneral Services Administration

Use the filters below to adjust the records displayed in the User Name dropdown below.

User Agency: | 77 - All Agencies jUser Type: I - Select- 'l
User Bureau: |00 - All Bureaus 'l

User Office: [000- ATl Offces =]
(I [Setect- <

Please enter user details and click 'Add’ or Search on Lid or Name

First Name: | User Type: lm
Middle Initial:[ | Violation Count:| |
Last Name: | Allow data upload: ™
E-mail: | Allow read and write: [
Phone:[ Allow Manage accounts: [~
User Agency: | 77 - All Agencies j Restrict to Bureau: [
User Bureau: m Restrict to Office: 7
Office: | 000 - All Offices j VIN/Tag-Change Authority: [~
User Initials: l— Last login date: I—
Password: I—
* = Required

[ 2ci [ ~Clear screen |

Password Rules.
Must be & characters long.
Must contain onfy A-Z or 0-9.

Figure 4-4.Manage Accounts

2. Access the record to be modified by entering a User ID in the text field next to the Search
User ID button and then selecting the Search User ID button; or by selecting a user name
from the Search User Name drop-down, and selecting the Search User Name button. (To
filter the list of user names that will be displayed in the Search User Name drop-down
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list: select an agency/ bureau from the User Agency/User Bureau drop-down lists at the
top of the page—if applicable, and/or select a user type from the User Type drop-down
list, and then select the Select User Names button to enter the selection criteria.)

The specified user record will be displayed.
Update the record as necessary and then select the Modify button.

The record will be updated and the message ‘User Record Changed’ will be displayed
as shown in Figure 4-5.

5. To delete the User Record, access the desired record and then select the Delete button.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to

[CRYAW General Services Administration

Register Federal Vehicles
* Main Menu * About FMVRS * Contact Us + Privacy and Security *Logout

J700AGZ Manage Accounts

Use the filters below to adjust the records displayed in the User Name dropdown below.

User Agency: | 77 - All Agencies jUser Type:I-SeIect- 'I
User Bureau: | 00 - All Bureaus 'l
User Office: | 000 - All Offices =l

[r3357AT [Sekeet =

User record changed.

First Name: |T0m User Type: Im
Middle Initial:[ | Violation Count: [00 |

Last Name: |J0nes Allow data upload: ™
E-mail: |T0m.j0nes@gsa.gov Allow read and write: ¥
Phone: IW Allow Manage accounts: [~
User Agency: | 13 - Department of Commerce j Restrict to Bureau: ¥
User Bureau: | 13 - Office of Inspector General j Restrict to Office: ™
Office: m VINfTag-Change Authority: ™

User Initials: [TAJ = Last login date:lm

Password: I—
* = Required

[ odity JJ Deleie | Clear Scrcen |

Password Rules.
Must be 8 characters long.
Must contain only A-Z or 0-9.

Figure 4-5. User Account Changes
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4.3 List of Users

List of Users allows users to display a list of user records. The records available to you depends
on your security level. GSA super-users can view all user records, while field administrators can
only view user records for their agency.

The List of Users allows you to customize the list of records displayed in three different ways:
e Reordering: The list of records can be re-ordered by selecting a value from the Re-Order
drop-down list. (Currently records can only be ordered by LID.)

o Filtering: The records displayed on the List of Users screen can be customized by
selecting a value from one of the filter drop-down lists. Records can be filtered by:

o Agency — Allows you to display records for a specific agency. (Unless you are a
Super User with access to all records, the Agency filter will display your agency and
cannot be modified.)

Bureau — Allows you to display records for a specific bureau within your agency.
Office — Allows you to display records for a specific bureau/ office in your agency.
User Type — Allows you to display records of Users, Master Users, or Super Users.

Permissions (Upload, Write, or Manage) — Allows you to display only records for
users that have Upload, Write, or Manage permissions or a combination.

e Searching: Individual records can be returned by entering a value in one or more of the
search fields. Records can be searched by:

o User ID — Allows you to retrieve a specific record if you know the User ID

o Name (First, Last, or Initial) — Allows you to retrieve only records for users with a
specific name. (You can search by the first name, last name, or middle initial or by a
combination of entries.)

O O O O

To search user records:

1. Todisplay a list of user records — Access the FMVRS Main Menu, as described in
Section 2.2: Logging in, and then select the List of Users link in the Security Menu
module.

The List of Users screen, shown in Figure 4-6, will display a list or User records for your
agency, sorted by Login ID (LID).

If there is more than one page of records, the Next button will be displayed at the bottom
of the page.

The list of records displayed will depend on your security level. (Unless you are a Super
User with access to all user records, only the records for your agency will be displayed.)

Your agency will be displayed in the Agency column.
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)
[ e % ,
A FMVRS.FAS.GSA.gov o 5 SA Flest
ok %, The Official Government Site to P
‘ - \ Register Federal \Vehicles (€LY General Services Administration

* Main Menu +About FMVRS +ContactUs » Privacy and Security

* Logout

Federal Motor Vehicle Registration System (FMVRS) 7700AGZ List of Users
Click search button to apply filters and search Click 'Reset Criteria' to clear all values in the
criteria. filter and search criteria.
|—|Dﬂ Page Number: 001
| Search | Reset Criteria
Name User Permissions
Agency Bureau Office User ID First Last Initial Type Upload? Write? Manage? Llsgsitn
| 77-All Agencies | |00- All Bureaus | [000- All Ofices || [ |-Select- =||-select x| |-Select ¥| [-Select: x|
tt ps 000 ttps:// M Y Y Y 00000000
00 00 000 0000BEB U Y Y 00000000
oo oo 000 0000317 u 20090226
00 00 000 0000PMB U 00000000
00 00 000 0000ZAG M Y Y 20090701
oo 03 ooo 0003PMG prema gowda m U Y Y 20100930
00 03 000 0003RAB Red Bird a M Y h i h 20100318
00 03 000 0003TMI M Y Y Y 20091215
00 05 000 0005FHE Freddie Bowles H M Y Y Y 00000000
01 00 000 0100GSM M Y Y Y 20090528
o1 oo 000 0100311 u 20100106
01 00 000 0100KAS Greg Kassab M Y Y Y 20090305
01 01 000 0101AGZ S Y Y Y 20090622
01 01 000 0101G5M Test Test U Y Y 20090528
03 00 000 0300BUR Robert Burnette M Y h i h 20100806
Page Number: 001
Figure 4-6. List of Users
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2. To reorder the list of user records: Select a value from the Re-Order dropdown list, and
then select the Re-Order button. (Currently, LID is the only value available.)

The records will be sorted based on your selection.

3. To filter the list of records: Make a selection from one or more of the filter drop-down
lists (Agency/Bureau, Office, User Type, Upload, Write, or Manage) and then select the
Search button.

The records matching your filter value will be displayed.

Records can be filtered on multiple values by selecting values from more than one of the
filter drop-down lists. (Filters can be applied individually, or simultaneously. If filters are
applied individually, each successive filter value will be applied to the list of records
returned by the previous filter value, but if multiple values are entered simultaneously,
they will be applied from left to right.)

4. To search for a specific record: Enter a value in one of the search fields (User ID, First,
Last, or Initial), and then select the Search button.

One or more records matching your search value will be displayed.
5. To clear your search values and start over: Select the Reset Criteria button.

Your list of records will be reset to display all records—sorted by the value in the Re-
Order field.
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4.4 Office Management

Office Management allows you to add a new office record for your agency/bureau. (You must be
a Master User or Super User and have the proper permissions to see the Office Management
link.)

To create a new office record:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Mass Office Transfer link in the Security Menu module.

The Office Management screen, shown in Figure 4-7, will be displayed.

FMVRS g FAS .GSA.gov Brought to you by
The Official Government Site to GSA Fleet
Register Federal Wehicles

[eLFN General Services Administration

* Main Menu +About FMVRS *ContactUs *Privacy and Security *Logout
Federal Motor Vehicle Registration System (FMVRS) 7700AGZ FMVRS Office Maintenance

To add a new Office record, select the desired Agency & Bureau. Enter the desired Office Code, Office Name/Description and select 'Create New Office’.
To Edit/delete an existing Office record, select the desired Agency, Bureau, Office and select 'Edit/delete’.

Office Level Management

Agency: | 77-All Agencies =l Burezu: [00- All Bureaus x| office: |000-All Ofices |

Office
Office Code: Name/Description: I Create New Ofiice

office code Actions

Figure 4-7. Office Management

2. Select your agency and bureau from the Agency and Bureau drop-down lists (for most
users, the Agency field will display your agency and cannot be modified) and then select
the Create New Office button.

The new office will be created, and the message ‘Office Code ## Added’ will be
displayed, as shown in Figure 4-8.
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FMVRS.FAS.GSA.gov Brought to you by
N, The Official Government S\tge to GSA Fleet

Register Federal Vehicles [€RY.q General Services Administration

* Main Menu About FMVRS *Contact Us * Privacy and Security *Logout
Federal Motor Vehicle Registration System (FMVRS) 7700AGZ FMVRS Office Maintenanc:

OFFICE CODE 17 ADDED
PLEASE ALLOW TIME FOR THE SYSTEM TO UPDATE YOUR REQUEST

Office Level Management

Agency: |‘|3-DepanmemofCommerce j Bureau: |‘\3-Ofﬁce of Inspector General j Office: |000- All Offices -

Office
Office Code: Name/Description: I Create New Ofiice
——

Figure 4-8. Office Added

3. Toedit or delete an office: Select an agency, bureau, and office from the corresponding
drop-down lists.

The Office Code and Office Name/Description will be displayed at the bottom of the
screen, and the Edit and Delete buttons will become visible, as shown in Figure 4-9.

The Official Government Site to
Register Federal \Vehicles

[€R Yy General Services Administration

[ 4.:“_ EMVRS.FAS.GSA Brought to you by ’
oA .FAS.GSA.gov GSA Fleet g
o

* Main Menu +About FMVRS + Contact Us * Privacy and Security *Logout
Federal Motor Vehicle Registration System (FMVRS) 7700AGZ FMVRS Office Maintenance

To add a new Office record, select the desired Agency & Bureau. Enter the desired Office Code, Office Name/Description and select 'Create New Office’.
To Edit/delete an existing Office record, select the desired Agency, Bureau, Office and select 'Edit/delete’.

Office Level Management

Agency: |‘\3-Depanmem of Commerce j Bureau: |‘\3-Ofﬁ:e of Inspector General j Office: |13 -OFFICENO.13 j

Office
Office Code: Name/Description: I Create New Office

office Code

i3 OFFICE NO. 13 Edit Delete

Figure 4-9. Edit/Delete Office

3.1.  To edit the office, modify the Office Name as desired and then select the Edit
button. (The Office Code cannot be modified.)

3.2.  To delete the office: select the Delete button.
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4.5 Mass Office Transfer

Mass Office Transfer allows a user to transfer all of the Vehicle, License Plate, and User records
associated with an office to another office. You should only use this functionality if you want to
transfer all of the records. If any of the records are incorrect or you do not want to transfer all of
your records, contact your Fleet Manager.

To transfer records from one office to another:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Mass Office Transfer link in the Security Menu module.

The Mass Office Transfer screen, shown in Figure 4-10, will be displayed.

FMVRS.FAS.GSA.gov Brought o you by
A\, The Official Government Sitge to GSA Fleet

h h A ini i
'Register Federal \Vehicles [€YaN General Services Administration

* Main Menu +~About FMVRS *ContactUs *Privacy and Security *Logout
7700AGZ Mass Office Transfer

Please enter Agency, Bureau, Office and select 'Search’.

This program should be used to transfer all the records associated with an Office to another Office. To begin, enter the source Agency,
Bureau and Office and click 'Search'. All records matching this search criteria will be found and returned in an on-screen document. You
will then be able to review the document, confirm these are the records you want to change, enter target Office and process the
modification.

Important: Transferring office records is restricted to one Office at a time. To transfer Office information please select from the
available list.

Office to be Transferred

Agency: |[FERTIEY NS ¥ | Bureau: |00-AllBureaus - | Office: [000 - All Offices A
gency.

Transfer Records to this Office
Agency: |77- Al Agencies =|Bureau: [00- Al Bureaus | Office: |00 - All Offices =

Figure 4-10. Mass Office Transfer

2. From the Agency, Bureau, and Office drop-down lists under Office to be Transferred
select the agency/bureau/office from which you want to transfer records, and then select
the Search button. (For most users, the Agency field will display your agency and cannot
be modified.)

A report listing the Vehicles, License Plates, and Users associated with that office will be
created on your local machine, and the message: ‘Report Created’ will be displayed, as
shown in Figure 4-11.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

% The Official Government Site to
(LY 2y Goneral Services Administration

‘Register Federal Vehicles

* Main Menu +About FMVRS +ContactUs *Privacy and Security *Logout
Federal Motor Vehicle Registration System (FMVRS) 7700AGZ Mass Office Transfer

Report created, click here if report does not open.
After verifying the report, select new office and click 'Transfer Office'.

This program should be used to transfer all the records associated with an Office to another Office. To begin, enter the source Agency, Bureau and Office and click 'Search'.
All records matching this search criteria will be found and returned in an on-screen document. You will then be able to review the document, confirm these are the records
you want to change, enter target Office and process the modification.

Important: Transferring office records is restricted to one Office at a time. To transfer Office information please select from the available list.

Office to be Transferred

Agency: [[RRTEEET ARG - Bureau: |00 - Judiciary [ Office: [000- AllOffces |
Transfer Records to this Office

Agency: [10- Judiciary = Bureau: [00 - Judiciary = Office: [0g0- All Offices =

Figure 4-11. Transfer Report Created
3. Select the here link at the top of the screen to view the report.

Review the report and make sure that all of the information is correct. If anything is
incorrect or you do not want to transfer all of the records, contact your Fleet Manager.

4. Select the Office that you want to transfer your records to from the Office drop-down
under Transfer Records to this Office and select the Transfer Office button.

All of your records will be transferred to the new office.
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5 Reports Menu

This chapter covers the creation of agency reports. Reports generated by FMVRS are accessible
through an email reporting system.

The Reports Menu contains the following sections:

e Agency Vehicle Inventory
e Agency License Plate Inventory

5.1 Agency Vehicle Inventory

The Agency Vehicle Inventory module allows you to create a Vehicle Inventory Report for your
agency listing all of the vehicles assigned to your agency/bureau. The report will be created in an
Excel format and sent to your email address.

To create a Vehicle Inventory Report for your agency:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Agency Vehicle Inventory link in the Reports Menu module.

The Agency Vehicle Inventory screen, shown in Figure 5-1, will be displayed. (Fields
marked with a red asterisk (*) are mandatory.)
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to

Register Federal ‘Vehides GS;':\ General Services Administration

* Main Menu ~About FMVRS +ContactUs = Privacy and Security +*Logout
7700AGZ Agency Vehicle Inventory

Federal Motor Vehicle

Please select options and click "Submit’'.

Agency: lf’?-AIIAgenues =]

Bureau: IDD - All Bureaus j

Office: | 000 - All Offices =] =

e-mail address: |john jingle@gsa gov

* = Required

Figure 5-1. Agency Vehicle Inventory

2. Select the Agency, Bureau, and Office for which you want to run the report. (Unless you
are a Super User with access to all vehicle records, the Agency field will display your
agency and cannot be modified.)

3. The email address will default to the email address that you previously provided but can
be modified.

4. Select the Submit button.

An email message from GSA Fleet will be sent to your email address. The message will
specify the number of data rows in your report and will contain a link, which will allow
you to download the report.

5. Select the link in the email message to download the report.
The report will display records for the Agency for which the Agency Code matches the
first two characters of the user’s User ID, and will be sorted by Bureau.

Note: your report will be available for 48 hours. To ensure your report remains available
beyond the 48 hour window, save a copy to your computer before the window expires.
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5.2 Agency License Plate Inventory

The Agency License Plate Inventory module allows you to create a License Plate Inventory
Report for your agency listing the license plates assigned to your agency/bureau. The report will
be created in an Excel format and sent to your email address.

To create a License Plate Inventory Report:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the License Plate Inventory link in the Reports Menu module.

The Agency License Plate Inventory screen, shown in Figure 5-2, will be displayed.
(Fields marked with a red asterisk (*) are mandatory.)

FMVRS.FAS.GSA.gov NN
The Official Government Sitge to GSA Ffeet

Register Federal ‘Vehides GS;\ General Services Administration

* Main Menu +About FMVRS *ContactUs *Privacy and Security *Logout
7700AGZ Agency License Plate Inventory

Federal Motor Vehicle

Please select options and click 'Submit'.

Agency: I?? - All Agencies j

Bureau: IDD - All Bureaus 'I

Office: | 000 - All Offices EE

License Plate Status: | AT - Attached to Vehicle =]+

e-mail address: |Johnjinglei@gsa gov

* = Required

Figure 5-2. Agency License Plate Inventory
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2. Select the Agency, Bureau, and Office for which you want to run the report. (Unless you
are a Super User with access to all vehicle records, the Agency field will display your
agency and cannot be modified.)

3. Select a tag status for your report from the License Plate Status drop-down.
4. Select the Submit button.

A message will be sent to your email address. It will specify the number of data rows in
your report and will contain a link, which will allow you to download the report.

5. Select the link in the email message to download the report.

The report will display records for the Agency for which the Agency Code matches the
first two characters of the user’s User ID, and will be sorted by Bureau.

Note: Your report will be available for 48 hours. To ensure your report remains available
beyond the 48 hour window, save a copy to your computer before the window expires.
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6 License Plates Menu

This chapter allows you to manage License Plates.
The License Plate Menu contains the following sections:

e License Plate Detail: allows Tag records to be updated.

o List of License Plates: displays a list of Tag numbers for your agency/bureau.
e Federal Tag Change: allows a Tag Number to be modified.

e Assign License Plate to VIN: allows a Tag number to be assigned to a VIN.

e Update Plate/VIN Association: allows an existing association between a license plate
and a VIN to be updated to reflect a new expiration date.

e Disassociate License Plate from VIN: allows the association between a license plate and
a VIN to be terminated.

e License Plate Status Update: allows the status of a Tag to be updated.

e UNICOR Order Maintenance: allows users to view a list of tag orders and update the
status of tags on an order.

6.1 License Plate Detail

License Plate Detail allows you to modify Tag Records and enter Contact Information. (The only
Tag Information that can be modified is the Bureau and the Shipping Number.)

To modify a Tag record:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the License Plate Detail link in the License Plates Menu module.

The License Plate Detail — Search screen, shown in Figure 6-1, will be displayed.
Mandatory fields are indicated with a red asterisk (*).
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FMVRS.FAS.GSA.gov LT
%, The Official Government SH:ge to GSA Fleet

Register Federal \ehicles (€YY General Services Administration

* Main Menu «About FMVRS =+ ContactUs + Privacy and Security +Logout
7700AGZ License Plate Detail

1 —

Search on Tag to inquire and update.
[ Agency | Bureau | Office | Status [Expiration date| Select |

Tag information

Agency: | 77 - All Agencies j

Bureau: [00-All Bureausj'i'
Office: [000 - All Offices EE

Federal Tag: = Additional Tag: I—
Order Number: I Shipping Number: I
Tag Status: | Click for list of all statuses Last update: l—
Tag Expiration date: I—
Tag Order Contact information
International Address?: 7
Name: | State: | Select one - =
Address1: I Country: |UI.I’E: STATES ;l

AddressZ:l Zip Code:l _
Address3: I International Zip: I *
Addressd: | Phone: | -| -

City: I * International Phone: I *

|
Comments:
Enter additional comments below
[
* = Required

Figure 6-1. License Plate Detail — Search

2. Enter a License Plate Number in the Tag field at the top of the screen, and select the
Search Tag button.

The tag record will be displayed and the Modify button will appear at the bottom of the
screen, as shown in Figure 6-2.
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FMVRS.FAS.GSA.gov Brough & you by
%, The Official Government Sitge to GSA Fleet

Register Federal Vehicles (€Y General Services Administration

*Main Menu *About FMVRS = ContactUs +Privacyand Security +*Logout

7700AGZ License Plate Detail

Tog: [ESSER |

Make changes and click "Modify' to update
\ Agency | Bureau | Office | Status |Expiraliun date| Select
\ 01 | 00 | 000 | s [ omoon | @

Tag information

Agency: |07 - Architect of the Capitol j
Bureau: | 00 - Architect of the Capitol j
Office: | 000 - All Offices =+
Federal Tag: W Additional Tag: I—
Order Number: l— Shipping Number: l—
Tag Status: |MS Tag missing or unaccounted for Click for list of all statuses Last update: IW

Tag Expiration date: IUUfDUUU

International Address?: v

Tag Order Contact information

Name: [Jessica State: [-Select one - =l
Address1: [2200 Crystal Drive - Country: [ZMBABWE =l
Address2:| Zip Code: l— - l—

AddressS:I Internatiunallip:lﬁ *
Address4:| Phone:l - | - |
City: IArhngton * International Phone: Im +

05/04/11 01:01 7700JEM - Tag was associated to VIN .1GCGC24KS8PE16235 ;I

Comments:
[
Enter additional comments below
=l
[

Modity

* = Required

Figure 6-2. License Plate Detail

3. Modify Tag Information and Contact Information as necessary. (Some fields are grayed
out and cannot be modified.)

Note: To display a list of tag status codes and descriptions, select the Select for List of
all Statuses link.

4. Add comments in the Enter Additional Comments text field as needed, and then select
the Save Comments button to save your comments.

The Comments will be saved in the Comments text field. (A time stamp and the User’s
ID will be added automatically.)

5. Select the Modify button to save your changes.
The message ‘Tag Record Changed’ will be displayed at the top of the screen.
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6.2 List of License Plates

The List of License Plates functionality displays a list of license plate records. GSA super-users
can view all license plate records, while field administrators can only view records for their
agency.
The List of License Plates screen allows you to customize the list of records displayed in three
different ways:
e Reordering: The list of records can be re-ordered by selecting a value from the Re-Order
drop-down list. (Currently records can only be ordered by Federal Tag.)

e Filtering: The records displayed on the List of Users screen can be customized by
selecting a value from one of the filter drop-down lists. Records can be filtered by:

o Agency, Bureau, and Office (Unless you are a Super User with access to all records,
the Agency filter will be disabled.)

o Expiration Date
o Tag Status

e Searching: Individual records can be returned by entering a value in one of the search
fields. Records can be searched by:

o Federal Tag
o Additional Tag
o VIN

To sort, filter, or search the license plate list:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the List of License Plates link in the License Plates Menu module.

The License Plate List screen, shown in Figure 6-3, will display a list of license plate
records, sorted by Federal Tag.

The list of records displayed will depend on your security level.
Your agency will be displayed in the Agency column.

If there is more than one page of records, the Next button will be displayed at the bottom
of the page.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to

Register Federal \Vehicles [€RY-N General Services Administration

* Main Menu +About FMVRS «ContactUs = Privacy and Security Logout
7700AGZ License Plate List

Click search button to apply filters and Click 'Reset Criteria' to clear all values in

search criteria. the filter and search criteria.
IFederaI Tag :I' Page Number: 001

Expi
Agency Bureau Office Fed Tag Di?;{rav Addtl. Tag VIN Tag Status \I,‘f,\s,tv?a‘::;ﬁ‘[j)
YYYY/MM
=l =l =l | =] [
47 09 000 0000/00 PD 2011/01/20
47 09 000 0000/00 PD 2011/01/20
70 56 000 0000/00 TC 2009/07/13
17 00 000 2017/09 TC 2009/07/09
21 40 000 36291 0000/00 AT 2009/03/24
77 00 000 g4169969 2018/09 SH 2011/04/18
47 09 000 A 0000/00 PD 2011/01/20
36 09 BOS AA 0000/00 PD 2011/04/13
00 00 000 AAA 0000/00 DA 2010/03/02
01 03 000 AAAA 0000/00 RC 2010/02/26
00 00 000 AAAADAAN 0000/00 RT 2010/01/28
00 00 000 AAAB 0000/00 PD 2010/03/08
15 13 000 AARS5143 0000,/00 DS 2011/01/14
12 00 000 AARS5143 2019/03 TC 2011/02/18
12 00 000 AAR5143A 2019/03 RC 2011/02/22

Page Number: 001

Figure 6-3. License Plate List
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2. To reorder the list of user records: Select a value from the Re-Order dropdown list, and
then select the Re-Order button. (Currently, Federal Tag is the only value available.)

The records will be sorted based on your selection.

3. To filter the list of records: Make a selection from one or more of the filter drop-down
lists (Agency, Bureau, Office, Expiration Date, and Tag Status), and then select the
Search button.

The records matching your filter value will be displayed, as shown in Figure 6-4.

Records can be filtered on more than one value by selecting values from more than one of
the filter drop-down lists. (If filters are applied one at a time, each successive filter value
will be applied to the list of records returned by the previously entered filter value, e.g. if
records are filtered by Expiry Date, a list of records with an expiration date that matches
the entry will be returned. If another filter is then applied, such as Tag Status, the records
for all vehicles with the specified expiration date and tag will be returned.)

(If multiple filters are entered simultaneously, they will be applied from left to right.

4. To search for records matching a specific value: Enter a value in one of the search
fields (Federal Tag, Additional Tag, and VIN), and then select the Search button.

The record matching your search value will be displayed.
5. To clear your searches and start over: Select the Reset Criteria button.
Your list of records will be reset to display all records.

Brought to you by

FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to

Register Federal iehides Ganerz\ Services Administration §

+ Main Menu *About FMVRS +ContactUs + Privacy and Security *Logout
7700AGZ License Plate List
No more TAG records
Click search button to apply filters and Click 'Reset Criteria’ to clear all values in
search criteria. the filter and search criteria.
Federal Tag jv Page Number: 001
[ Search |
Expil
Agency Bureau Office Fed Tag Dil:t(rev Addtl. Tag VIN Tag Status :'_:‘s'tvljlzt::}gf}
YYYY/MM
[13- Department (x| [ 13 - Office of Insp | [000 - All Ofices =] [ | = | | =l

13 13 000 G102781F 0000/00 1G1Z557F17F262229 PD 2010/12/21
13 13 000 G102781F 2018/02 1G1Z557F17F262229 AT 2010/12/21
13 13 000 G4139560B 0000/00 1FTYR10DE6PA47020 AT 2010/12/21
13 13 000 G612501B 0000/00 1FTZR45E67PABB207 PD 2010/10/25
13 13 000 G612501B 2018/02 1FTZR45E67PABB207 AT 2010/10/25
13 13 000 G612502B 0000/00 1FTZR45E47PABB206 PD 2010/10/25
13 13 000 G612502B 2018/02 1FTZR45E47PABB206 AT 2010/10/25
13 13 000 w1314 0000/00 AT 2010/06/17
13 13 000 w1315 0000/00 AT 2010/06/17

Figure 6-4. License Plate List — Search
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6.3 Federal Tag Change

Federal Tag Change allows you to change the Tag Number attached to a tag record. A Tag
should only be changed because of inaccurate Tag information provided by the Agency during
bulk upload/ manual entry or by the manufacturer during ordering.

To change a Federal Tag:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Federal Tag Change link in the License Plates Menu module.

The Federal Tag Change — Search screen, shown in Figure 6-5, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleot

The Official Government Site to

G S;'—‘\ General Services Administration

Register Federal \Vehicles
+ Main Menu +About FMVRS = ContactUs +*Privacy and Security *Logout

7700AGZ Federal Tag Change

A Tag should only be changed because of inaccurate Tag information provided by the
Agency during bulk upload/manual entry or by the manufacturer during ordering.

Once an inaccurate Tag is changed, it will no longer be usable in the FMVRS.

Enter Tag to be changed and click 'Search’'.

Tag Selection

owtag [ N

[AgencyBureau| Office | Status [Expiration date|59|ec‘l|

Figure 6-5. Federal Tag Change — Search

2. Enter the Tag Number of the tag to be changed in the Old Tag field, and select the Search
button.

The Tag Record will be displayed, as shown in Figure 6-6.
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Brought to you by
FMVRS.FAS.GSA.gov A

The Official Government Site to
[€RY W General Services Administration

Register Federal Vehicles
* Main Menu +About FMVRS +Contact Us * Privacy and Security *Logout
7700AGZ Federal Tag Change

Please confirm you want to change the Tag entered.
After confirmation, enter the new Tag and click 'Submit’ to change.

Tag Selection

014 Tag [IESSICA > New Tag

Tag Information

Agency: | 01 - Architect of the Capitol j Bureau: IC' - Capitol Buildings j
Office: | 000 1
Order Number: | Additional Tag: I—
Tag Status: |['-.IS - Tag missing or unaccounted for j Shipping Number: |

Tag Expiration Date: IDD{DDDD Last update: I‘I‘IIDMP_D‘I‘I

Go to License Plate Detail Screen

Figure 6-6. Federal Tag Change

Note: The Go to License Plate Detail Screen link at the bottom of the page will take you
to the License Plate Detail screen and populate it with the Old Tag information.

3. Enter the New Tag number and select the Submit button.

Unless the New Tag already exists, a pop-up message, shown in Figure 6-7, will be
displayed describing the conditions under which a Tag can be changed and asking you to
confirm your decision.

If the New Tag already exists, the following error message will be displayed: The New
Tag already exists in FMVRS.

If the Old Tag is in ‘TC’ status an error message will be displayed informing you that the
Old Tag is in Tag Change status and can no longer be used in FMVRS.

Message from webpage ll

9 & Tag should only be changed because of inaccurate Tag information provided by the Agency during bulk upload/manual entry or by the manufacturer during
\t/ ordering. By selecting ‘2K below, you are confirming that this is indeed the case. After selecting 'Ok, the Gld Tag will be changed to the Mew Tag supplied. The
0ld Tag status will be changed to ‘Tag Change’ and if there is & wehicle associated with the Old Tag, it will became associated with the Mew Tag.

o4 I Cancel |

Figure 6-7. Message
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4. Select OK to proceed.

After validation, the tag will be changed and the message ‘Tag Changed’ will be
displayed at the top of the screen, as shown in Figure 6-8.

The status of the old tag will be changed to ‘TC’ and a New Tag will be created with the
Old Tag information. If the Old Tag was attached to a VIN, the New Tag will be attached
to the VIN and the Vehicle Record will be updated.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

%, The Official Government Site to
[€RYAW General Services Administration

3 Register Federal \Vehicles ;
* Main Menu +About FMVRS +*ContactUs = Privacy and Security =*Logout
Federal Motor Vehicle Registration 7700AGZ Federal Tag Change

Tag changed. To change another Tag, press the Change Another Tag button.

Tag Selection

O Tag [RARA EZXN - towTag [IONES?

Tag Information

Agency: |21 - Department of the Army j Bureau: |ES - Corps of Engineers
Office: | E03 - New York District j
Order Number: | Additional Tag: li
Tag Status: |F\T - Tag attached to a Vehicle j Shipping Number: |

[Tag Expiration Date: IDS,‘ZD'IS Last update: I‘I'I,‘D‘fl-,,’ED'I'I

Go to License Plate Detail Screen

Figure 6-8. Tag Changed
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6.4 Assign License Plate to VIN
Assign License Plate to VIN allows a user to associate a License Plate with a VIN.
In order to associate a License Plate with a VIN, the following conditions must be met:

e The Tag and VIN must belong to the same Agency.
e The tag must be in one of the following statuses:

o SH - Shipped

o RC - Received

e The VIN must not have a tag attached and must be in a status of ‘AC?, or one of the
following ROADS-submitted statuses:

o AN - Available Now

o CC - Shipped

o IN—InProcess

o SP — Scheduled for Production

To assign a License Plate to a VIN:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Assign License Plate to VIN link in the License Plates Menu module.

The Assign License Plates to VIN screen, shown in Figure 6-9, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet
%, The Official Government Site to o
Register Federal Vehicles [€RYal) General Services Administration j
+ Main Menu +About FMVRS »ContactUs «Privacy and Security *Logout
7700AGZ Assign License Plate to VIN
i | searchvin_| O
Enter VIN to be assigned and click 'Search VIN'. Enter Tag to be assigned and click 'Search Tag'.
[ Agency | Bureau [ Office [ Status |Expiration date | Select |
Vehicle Information License Plate Information
Agency: Bureau: Agency:l Bureau:
Office: Ofﬁce:l
VIN: Equipment #: | Tag: | Exp date:
Federal Tag: Additional Tag: Order #:I Shipping #:
Make: Model: | Status: | Last update: |
Model Year: Color:
Fuel Type: Garage Zip:
Override VIN check: |No = Fast Reported: -
Slalus:l j
Go to Vehicle Detail Go to License Plate Detail

Figure 6-9. Assign License Plate to VIN

L-MNF-UMO003-02 63 February 23, 2012

Controlled Unclassified Information



G S A FAS Applications, Maintenance
and Enhancements (FAME)

FMVRS User Manual

2. Enter a VIN in the VIN field and then select the Search VIN button. (The VIN must be
in ‘Active’ (AC) status and not have a Tag attached.)

The Vehicle Information fields will be populated with the vehicle information, as shown
in Figure 6-10.

Note: To update vehicle information for the VIN, select the Go to Vehicle Detail link.
(Select the Go to Assign License Plate to VIN link to return to the previous screen.)

3. Inthe Tag field, enter the Tag number that is to be assigned to the VIN, and then select
the Search Tag button. (The tag must have a status of ‘RC’ or ‘SH’ and it must belong to
the same agency as the VIN.)

If the Tag and VVIN pass validation, a list of possible matches for the Tag Number will be
displayed in the table above the vehicle and tag information fields, shown in Figure 6-10

Note: To update information for your tag, select the Go to License Plate Detail link.
(Select the Go to Assign License Plate to VIN link to return to the previous screen.)

FMVRS.FAS.GSA.gov
% The Official Government Site to

Register Federal Vehicles [€RY:N General Services Administration

* Main Menu * About FMVRS * Contact Us #Privacy and Security *Logout

7700AGZ Assign License Plate to VIN
Vi [s9sses599999 | searchvin_| Tag: [64169989
Select a Tag from the following list. Enter Tag to be assigned and dick "Search Tag'.
[ Agency [ Bureau [ Office [ Status [Expiration date | Select |
\ 21 \ 04 [ 001 \ FD [ oowoooo | s |
Vehicle Information License Plate Information
Agency: |21 Bureau: |04 Agency: I Bureau:l
Office: [000 Ofﬁ:e:l
VIN: |999939999999 Equipment # | Tag: | Exp dale:l
Federal Tag: Additional Tag: Order # I Shipping #:I
Make: |Ford Model: |Cnmet Status: I Last updale:l
Model Year: [2001 Color: |01
Fuel Type: |GASDE Garage Zip: |00000-0000
Override VIN check: Y-‘-,sj Fast Reported: | Yes j
Status: [ AC-Active =
Go to Vehicle Detail Go to License Plate Detail

Figure 6-10. VIN Selected

4. Inthe Select column, select the radio button that matches your tag information. (There
may be more than one tag listed if a tag exists with multiple expiration dates.)

5. The License Plate Information fields will be populated with the tag information and the
Assign VIN and Tag button will be displayed at the top of the screen, as shown in
Figure 6-11Figure 6-10.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

%, The Official Government Site to
(el General Senvices Administration

R.egister Federal Vehicles

*Main Menu »About FMVRS *Contact Us « Privacy and Security Logout
7700AGZ Assign License Plate to VIN

Y T Tog: [oFTEmms |

[ Agency [ Bureau | Office [ Status | Expiration date | Select ‘
[ 21 \ 04 | 001 | FD | oooooo | & \
Vehicle Information License Plate Information
Agency: l21_ Bureau: ID‘I_ Agency: l21_ Bureau: IO‘I_
Office: W Office: W
VIN: [£99999999992 Equipment # | Tag: [64169962 Exp date: [000000
Federal Tag: l— Additional Tag: I— Order #: l— Shipping # l—

Make: |[Ford Model: |Cnmet Status: |PD Pending Destruction Last update: [1013/2011
Model Year: |2001 Color: |U1

Fuel Type: W Garage Zip: Im
Override VIN check: |Yes j Fast Reported: m
Status: IH‘: -Active j
Go to Vehicle Detail Go to License Plate Detail

Figure 6-11. Tag selected
6. To assign the license plate to the VIN, select the Assign VIN and Tag button.

The Tag will be assigned to the VIN.
The message ‘Tag Assigned to VIN will be displayed at the top of the screen.
The status of the Tag will be changed to ‘AT’

If the vehicle was in one of the ‘ROADS-submitted’ statuses, the status will be changed
to ‘AC.’
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6.5 Update Plate/VIN Association

Update Plate/VIN Association allows an existing association between a license plate and a VIN
to be updated to reflect a more recent—though identical—plate with a new expiration date.

To Update a Plate/VIN association:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Update Plate/VIN Association link in the License Plates Menu module.

The Update Plate/VIN Association screen, shown in Figure 6-12, will be displayed.

Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
Register Federal Vehicles

* Main Menu +About FMVRS +ContactUs *Privacy and Security +Logout
7700AGZ Update Plate/VIN Association

G S;f\ General Services Administration

This program should be used to update an existing plate/VIN association with an identical
new

plate having a more recent and unique expiration date.

To FIND a record, search on TAG or VIN.

g [ TR | [~ Search vin

Figure 6-12. Update Plate/VIN Association

2. Enter the Tag Number or VIN of the Tag/VIN to be updated, and then select the Search
Tag or Search VIN button.

The Vehicle Information fields will be populated with record data from the associated
vehicle, as shown in Figure 6-13.
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FMVRS.FAS.GSA.gov Brought ko you by
The Official Government Site to GSA Fleet

Register Federal Wehicles [ERYAW General Services Administration

* Main Menu +About FMVRS +#ContactUs +Privacy and Security +Logout
7700AGZ Update Plate/VIN Association

Select the version of the tag that you would like to associate to the VIN and press 'Update’. After the
submission process, the Tag selected will change to 'Attached'(AT) status and the previous Tag in
the association will change to 'Pending Destruction' (PD) status.

Tag Information

Agency Bureau Office Status Expiration date Check
36 09 BO5 AT 00/0000 Lol
36 09 BO5 SH 04/2019 Lol

Please select one of the Tags from the above list.

Vehicle Information License Plate Information
Agency: ISE Bureau: Il].‘} Agency: Bureau: I
Office: |E|05 Office:

VIN: [FTRWOTWS1KE20407 Equipment #: | Tag: | Exp dale:l
Federal Tag: I\f’MGZﬁ Additional Tag: I Order # Shipping #: I
Make: IFORD Model: |[F150 Status: | Last update: I

Model Year: IZG[H Color: IGOLD
Fuel Type: IGASOLINE Garage Zip: ITTOSO-OOOU

Status: |AC -Active j

Figure 6-13. Update Plate/VIN Association — with vehicle data

3. Select the version of the tag that you want to associate with the VIN by selecting the
appropriate radio button in the Check column of the Tag Information table.

The License Plate Information fields will be updated with the new tag data, as shown in
Figure 6-14.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to rries-
Register Federal \ehicles [€RY\ General Services Administration

+ Main Menu +About FMVRS +ContactUs «Privacy and Security *Logout
7700AGZ Update Plate/VIN Association

Select the version of the tag that you would like to associate to the VIN and press 'Update’. After the
submission process, the Tag selected will change to 'Attached’(AT) status and the previous Tag in
the association will change to 'Pending Destruction' (PD) status.

Tag Information
Agency Bureau Office Status Expiration date Check
36 09 BOS AT 00/0000 o
36 09 BOS SH 04/2019 [ol

Click 'Update’ to change assignment.

Vehicle Information License Plate Information

Agency: |35_ Bureau: IL’IQ_ Agency: |3.a_ Bureau: IOQ_
Office: W Office: W
VIN: [FTRWO7WE1KE20407 Equipment # | Tag: [VA16211 Exp date: [042018
Federal Tag: W Additional Tag: l— Order #: I— Shipping #: l—
Make: lFORD— Model: lHSU— Status: |SH Shipped to Agency Last update: W
Model Year: W Color: W
Fuel Type: lm Garage Zip: lm

Status: IF“:'HCIW-’: j

Figure 6-14. Update Plate/VIN Association — with tag data

4. Select the Update button to update the tag.

The status of the tags will be changed to reflect the updated status.
The tag that was previously associated with the VIN will be placed in a status of ‘PD.’

The following message will be displayed: Tag assignment is updated.

L-MNF-UMO003-02 68 February 23, 2012

Controlled Unclassified Information



FAS Applications, Maintenance
and Enhancements (FAME)

FMVRS User Manual

A

GS

6.6 Disassociate License Plate from VIN
Disassociate License Plate from VIN allows a tag to be removed from association with a VIN to

which it is currently attached.

To disassociate a License Plate and VIN:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the Disassociate License Plate from VIN link in the License Plates Menu module.

The Disassociate License Plate from VIN screen, shown in Figure 49, will be displayed.

FMVRS.FAS.GSA.gov
The Official Government Site to
Register Federal Wehicles

Federal Motor Vehicle Registration System (FMVRS)

7700AGZ

Brought to you by

GSA Fleet

[€RYaY General Services Administration

* Main Menu *About FMVRS *ContactUs * Privacy and Security +Logout
Disassociate License Plate from VIN

The process below will disassociate a VIN and Tag that are currently associated or attached within the FMVRS.
Enter VIN or Tag to be disassociated.
w[ O —
Vehicle Information License Plate Information
Agency: Bureau: Agency: Bureau:
Office: Office:
VIN: Equipment # | Tag: | Exp date:
Federal Tag: Additional Tag: Order #: Shipping #:
Make: Model: Status: | Last update: |
Model Year: Color:
Fuel Type: Garage Zip:
Override VIN check: = Fast Reported: =
Stalus:l j
Go to Vehicle Detail Go to License Plate Detail

Figure 6-15. Dissociate License Plate from VIN

2. Enter the VIN or Tag number of the VIN/tag to be dissociated, and select the Search
VIN or Search Tag button.

The Vehicle and License Plate data will be populated under Vehicle Information and
License Plate Information, as shown in Figure 6-16, and the Disassociate button will be
displayed.

To reinitialize the data fields and remove all of the entries, select the Clear Screen button.
To clear all of the fields on the screen and start over, select the Clear Screen button.
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FMVRS.FAS.GSA.gov Brought to you by
The Official Government Sitge to GSA Fleet

Register Federal \/ehicles [eR¥.y General Services Administration

+ Main Menu ~About FMVRS +ContactUs + Privacy and Security *Logout
Federal Motor Vehicle Registration System (FMVRS) 7700AGZ Disassociate License Plate from VIN

The process below will disassociate a VIN and Tag that are currently associated or attached within the FMVRS.

Press 'Disassociate’ to process the disassociation or "Cancel’ to return to the Main Menu without processing.

VIN: [[FTRWOTWS1KE20407 Tag: [VATE211

Vehicle Information License Plate Information
Agency: l?»ﬁ_ Bureau: lUQ— Agency: l?»ﬁ— Bureau: lEIQ_
Office: lﬁ Office: lﬁ
VIN: m Equipment #: l— Tag: W Exp date: W
Federal Tag: W Additional Tag: l— Order #: l— Shipping #: l—
Make:[FORD Model: [F150 Status: [T Tag attached fo a vehicle Last update: [19/0922017
Model Year: W Color: W
Fuel Type: [GASOLINE Garage Zip: [77030-0000
Override VIN check: m Fast Reported: m
Status: I/-\': -Active =l
Go to Vehicle Detail Go to License Plate Detail

Figure 6-16. Dissociate License Plate from VIN — with data
3. Select the Disassociate button.

A pop-up will display a message, shown in Figure 6-17, warning the user that continuing
the process will cause the VIN and Tag to become unattached.

Message from webpage ﬂ

9 Oneunique YIN and Tag are meant to be associated with each other For the life of a vehicle, Are you sure you want ko process this disassociation?

-
By clicking 'O below you will process the disassociation, which will cause both the YIN and Tag ko become unattached and independent. & permanent notation will also appear in the Status
sections of both the YIN and Tag indicating the disassociation was made, the dateftime, and the user processing,

[8]4 I Cancel |

Figure 6-17. Warning message
4. Select OK to proceed.

The Tag and VIN will be disassociated and the following message ‘Tag disassociated
from VIN’ will be displayed on the screen—shown in Figure 6-18.

The Status of the tag will be changed to ‘RC” (Received) and can be reattached to
another VIN.
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FMVRS.FAS.GSA.gov arougttto you by
The Official Government Sig to GSA Fleet

Register Federal \Vehicles [€Y.) General Services Administration

+Main Menu *About FMVRS =+ ContactUs *Privacy and Security +*Logout
Federal Motor Vehicle Registration System (FMVRS) 7700AGZ Disassociate License Plate from VIN

The process below will disassociate a VIN and Tag that are currently associated or attached within the FMVRS.
Enter VIN or Tag to be disassociated.

Tag disassociated from VIN.

vin:| |_scarch vin_[ERIYY

Vehicle Information License Plate Information

Agency: [E8 Bureau: [09 Agency: [36 Bureau: [09
Oﬂice:lElUS Office: |BOS

VIN: FTRWOTWS1KEZ20407 Equipment #: | Tag: |VA16211 Exp date: |04/2018
Federal Tag:l Additional Tag: Order #: Shipping #:
Make: IFORD Model: [F150 Status: |RC Tag received by Agency Last update: |11f0912011

Model Year:IZUU1 Color: |GOLD
Fuel Type: IGASOLINE Garage Zip: |77030-0000

Override VIN check: [Yes =/ Fast Reported: [ Yes =
Slalus:ln_ Ve =
Go to Vehicle Detail Go to License Plate Detail

Figure 6-18. Tag Dissociated from VIN
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6.7 License Plate Status Update

License Plate Status Update allows you to update the status of a Tag assigned to your
agency/bureau.

To update the status of a Tag:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the License Plate Status Update link in the License Plates Menu module.

The License Plate Status Update screen, shown in Figure 6-19, will be displayed.

FMVRS.FAS.GSA.gov SR E R
The Official Government Sit% to GSA Fleet

Register Federal Vehicles (€Y General Services Administration

* Main Menu +About FMVRS =+ ContactUs #Privacy and Security »Logout
7700AGZ License Plate Status Update

Enter License Plate number and click "Search’.

) B oo [ Upoic Stotus

Tag information
Agency | Bureau | Office | Status | Expiration date | Select

New Status: |- Select - x| click for list of all statuses
History
Date | Time | Status [ User ID
Comments
Enter additional comments below

Figure 6-19. License Plate Status Update

2. Enter a Tag number in the Tag field, and select the Search button. (If multiple tags exist
with unique expiration dates, they will be displayed in the Tag Information table and you
must select one of the tags by selecting the appropriate radio button.)

The Tag record will be displayed, as shown in Figure 6-20.

L-MNF-UMO003-02 72 February 23, 2012

Controlled Unclassified Information



FAS Applications, Maintenance
and Enhancements (FAME)

FMVRS User Manual

FMVRS FASGSAQOV Brought to you by
The Official Government Site to GSA Ffeet
Register Federal \ehicles

G S;'}\ General Services Administration

* Main Menu ~About FMVRS = ContactUs *Privacyand Security *Logout
7700AGZ License Plate Status Update

Select new status and click 'Update Status' to modify

Tog [GHE |

Tag information
Agency | Bureau | Office | Status | Expiration date | Select
21 04 001 RC 00/0000 o

New Status: |— Select . Click for list of all statuses

DA - Tag Destroyed by Agency

MS - Tag mizzing or unacceunted for

D3 PD - Pending Destruction - User ID

10M3|RE - Tag received by agency and stored truction 7700GRM

11/07/2011 | 08:44 AM |  RC Tag received by Agency TTO0AGZ

Comments
10/13/11 11:51 7700GRM - TESTING COMMENTS FOR SINGLE TAG. ;l
[ |
Enter additional comments below

=

Figure 6-20. Update License Plate
3. Select a status from the New Status drop-down, and select the Update Status button.

The following updates will take place, as shown in Figure 6-21:
e The tag status will be updated
e The new status will be displayed in the History table

e Adate/time stamp and the User ID of the person updating the status will be added
to the History table

e The message ‘Tag Status Changed’ will be displayed at the top of the screen

Note: To view a list of tag status codes and descriptions, select the Select for List of all
Statuses link.
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Brought to you by
FMVRS.FAS.GSA .gov GSA Fleet
%, The Official Government Site to -
\ Register Federal Vehicles G S;'}\ General Services Administration

* Main Menu ~About FMVRS = ContactUs *Privacyand Security *Logout
7700AGZ License Plate Status Update

Tag status changed.
Select new status and click 'Update Status' to modify

rog FrE | I

Tag information
Agency | Bureau | Office | Status | Expiration date | Select
21 04 001 RC 00/0000 [l
Mew Status: |—SEIEC‘E— Ll Click for list of all statuses
History

Date Time Status User ID

10M32011 | 11:51 AM FD Pending Destruction TT00GREM

110712011 | 08:44 AM RC Tag received by Agency TTO0AGZ

Comments
10/13/11 11:51 TT700GRM - TESTING COMMENTS FOR SINGLE TAG. |=]
[ |
Enter additional comments below

=
=

Figure 6-21. License Plate Status Changed

4. To add comments to the record: Type your comments in the ‘Enter additional
comments’ text box at the bottom of the screen, and select the Save Comments button.

Your comments will be saved and displayed in the Comments text box along with a time
stamp and the User ID of the user making the change, and the message ‘Comments
Saved’ will be displayed at the top of the screen, as shown in Figure 6-22.
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Brought to you by
FMVRS.FAS.GSA.gov A

The Official Government Site to
[€RYq General Services Administration

: ‘Register Federal Vehides

* Main Menu +About FMVRS +ContactUs +*Privacy and Security *Logout
7700AGZ License Plate Status Update

Comments saved
Select new status and click 'Update Status' to modify

Tog [oToeEy TN

Tag information
Agency | Bureau | Office | Status Expiration date Select
21 04 001 RC 00/0000 la
New Status: |—58|e'31— LI Click for list of all statuses
History
Date Time Status User ID
101132011 11:51 AM PD Pending Destruction TT00GRM
1107/2011 08:44 AN RC Tag received by Agency T700AGZ
Comments
11/07/11 09:33 7700RGZ - New Comments =]
10/13/11 11:51 7700GRM - TESTING COMMENTS FOR SINGLE TAG.
Enter additional comments below
Figure 6-22. Comments Saved
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6.8 UNICOR Order Maintenance

The UNICOR Order Maintenance module allows users to view a list of tag orders and update the
status of an order.

To view/ update an order:

1. Access the FMVRS Main Menu, as described in Section 2.2: Logging in, and then select
the UNICOR Order Maintenance link in the License Plates Menu module.

The UNICOR Order Maintenance screen, shown in Figure 6-23, will be displayed.

Note: An order may contain one or more tags. All of the tags that are uploaded in a
single file with the same order number will be represented by a single record on the Order
Maintenance screen. If a second file is uploaded with the same order number, a separate
record will be displayed with the same order number.

For any given order number:
e The Tag Start field displays the first tag number in the range of tags for that order.
e The Tag End field displays the last tag number in the range of tags for that order.
e The Tag Qty field indicates the total number of tags associated with that specific

order.
e The Status field indicates the status of all of the tags associated with a specific order
number.
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FMVRS.FAS.GSA.gov Brought t0 you by
The Cfficial Government Sit% to GSA FIGEI‘

G S;f"\ General Services Administration

“Register Federal Wehides

* Main Menu +About FMVRS +ContactlUs *Privacy and Security +Logout
7700AGZ UNICOR Order Maintenance

Order # [ Search |
No more UNICOR Order records
Select an order and click "Show Details'.

Order # Job # Serial # Web ID Tag Start Tag End Tag Qty Status Select
ABC123 ABC123 0001 ABC123 Wooo1 Wo0o10 10 SH *
999 2011062812001429 0001 Wwiz23 W126 4 RC .
ABC444 ABC123 0001 ABC123 W0301 W0310 10 SH o
ABCELE ABC123 0001 ABC123 Wo401 Wo410 10 SH o
ABC333 ABC123 0001 ABC123 Woz201 w0210 10 SH 8
ABC222 ABC123 0001 ABC123 Wo101 W0110 10 SH .
1 2011101311442374 0001 G1000000 G1000001 2 SH e
1 2011101311473856 0001 G1000000 G1000001 2 SH o
1 2011101311483655 0001 G1000000 G1000001 2 SH 8
1 2011101311512644 0001 G1000000 G1000001 2 SH 8

Figure 6-23. UNICOR Order Maintenance
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2. Enter an Order Number in the Order # field, and then select the Search button.
All of the records with that order number will be displayed.

3. Select the order that you want to view/update by marking the corresponding radio button
in the select column, and then select the Show Details button.

The Order Details screen, shown in Figure 6-24, will display details for the record.
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Brought to you by
FMVRS.FAS.GSA.gov GSA Fleet

The Official Government Site to
G S‘-j\ General Services Administration

+ Main Menu +About FMVRS +ContactUs +*Privacy and Security +Logout
7700AGZ UNICOR Order Maintenance

Enter a new status or Agency/Bureau/Office to update all all tags on the order.

Order# [F476643 SN tiow stous [ ] update status |

Agency: |'2 - Depal‘tment-:-fA-;ri-:uItureﬂ

Bureau: |DD-Depanment of Agriculture =

Office: [000-All Offices 7]
Update Agency/Bureau/Office

UNICOR Qrder Information
Agency: |12— Bureau: I[JU_
Web ID: [5478 Order #: |5478643
Job #: [2011102008351928 Serial #: [0001

Range Start: I»\B‘MSBB Range end: IABHSBB
Start format: INYYWW End format: INYYYWY

Variable characters: IU?'— Shipping #: |
Order quantity: |1— Order status: W
Contact: |Jessica Mueller City: |Ar|ington
Address 1: |2200 Crystal Drive State: I\l".»‘\_

Address 2: | Zip code: |22202—0000
Address 3: | Phone: [703-605-9563

Address 4: | Email: JJESSICAMUELLER@GSA GOV
History
Date Status | User ID
Comments
=
=
Enter additional comments below
=)
=
Figure 6-24. Order Details
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4. To update the status of the order, select a new status from the New Status drop-down list
and select the Update Status button.

The status of the order will be updated, as shown in Figure 6-25, and the new status will
be displayed in the History table, along with a date/time stamp and the User ID of the
user making the change. (This will update the status of all of the tags associated with that
order.)
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FMVRS.FAS.GSA.gov LR WS L
The Official Government Sitge: to GSA Fleet

G S‘-j\ General Services Administration

+ Main Menu +About FMVRS +ContactUs +*Privacy and Security +Logout
7700AGZ UNICOR Order Maintenance

Status of Order and Plates updated.
Enter a new status or Agency/Bureau/Office to update all all tags on the order.

Order # [FA75E%3 SN ew staws [Some E] update status |

Agency: |'2 - Depal‘cment-:-fA-;ri-:uIturej

Bureau: IDD—Depaﬂment of Agriculture j

Office: [000-All Offices ||
Update Agency/Bureau/Office

UNICOR Order Information
Agency: |12— Bureau: IUO_
Web ID: [5478 Order #: [5478643
Job #: [2011102008351928 Serial #: [0001

Range Start: I»\BNSBB Range end: IA8?4588
Start format: |NWWW End format: INYWYW

Variable characters: IU?'— Shipping #: |
Order quantity: |1— Order status: IF
Contact: |Je55ica Mueller City: |Ar|ington
Address 1: |2200 Crystal Drive State: I‘u’.ﬁ—

Address 2: | Zip code: IZZZUZ—UUUU
Address 3: | Phone: [703-605-9563

Address 4: | Email: JJESSICAMUELLER@GSA GOV
History
Date Status User ID
11/08/2011 RC - Tags received by agency TT00AGZ
Comments
11/08/11 09:13 7700AGZ - Comments =]
=
Enter additional comments below
=
=
Figure 6-25. Order Status Updated
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5. To update the bureau/office associated with the order, select a bureau and office from the
Bureau and Office drop-downs and then select the Update Agency/Bureau/Office
button. (The agency associated with the order is grayed out and cannot be changed.)

The bureau and office associated with the order will be updated. (This will update the
status of all of the tags associated with that order.)

6. To add comments for the order, enter comments in the Enter Additional Comments text
box and select the Save Comments button.

Your comments will be saved to the Comments text box. A date/time stamp and your
User ID will be inserted next to your comments.
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Appendix A. Abbreviations, Acronyms and Definitions

The following abbreviations, acronyms, and definitions are used within this document and
throughout GSA.

ATM Asset and Transportation Management

FAS Federal Acquisition Service

FMVRS Federal Motor Vehicle Registration System

GSA General Services Administration

MNF Main Frame

OCIO Office of the Chief Information Officer

OGP Office of Government-wide Policy

POC Point of Contact

ROADS Requisitions, Ordering and Documentation System
SBU Sensitive but Unclassified

UM User Manual

UNICOR Federal Prison Industries

VIN Vehicle Identification Number
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Appendix B. License Plate Status Codes

This appendix provides a description of license plate status codes.

AT

DA

DS

MS
PD

RC

RT

SH

TC

Attached

Destroyed by Agency

Destroyed

Missing

Pending Destruction

Received

Returned

Shipped

Tag Change

The tag is attached to a VIN

Only tags that do not have an expiration date can be destroyed by
an Agency—tags with expiration dates must be returned to
UNICOR for their final disposition

Tag has been destroyed by UNICOR. (This status can only be
assigned by UNICOR.)

The tag is missing or unaccounted for

The tag has been sent back to UNICOR for destruction. (This
status is assigned by the Agency.)

The tag has been received by an Agency and Stored, and the Tag
Data file has been uploaded to the FMVRS database.

The tag has been returned to UNICOR. (This status is assigned by
UNICOR when the tag is in their possession.)

The tag has been shipped from UNICOR. (This status is assigned
by UNICOR when the tag has been shipped.)

The tag number has been changed. (A tag can only enter this
status through the tag change process.)
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Appendix C. Upload Supplement

GSA Agency Upload Supplement

For

Federal Motor Vehicle Registration System (FMVRS)

Version 1.0

Fleet and Transportation Management System
Asset Transportation & Management Division

Federal Acquisition Service (FAS)

2008/10/09

Prepared By:
Unisys

U.5. Federal Government Group
2200 Crystal Drive
Arlington, VA 22202
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Introduction

Audience

This Agency Upload Supplement is intended for all U.5. Federal government agencies.

Purpose

The purpaose of this supplement is to help Federal Government agencies upload vehicle
information for existing vehicles to the Federal Motor Vehicle Registration System (FMVRS)
database.

Background

In accordance with existing requirements, GSA will begin collecting vehicle information on all
vehicles registered to Federal Government agencies. This information, which will include the
VIM, Tag number, and Contact information for each vehicle, will be stored in the Federal Motor
Yehicle Reaqistration Svstem (FMWYRS) database.

FIMWVRS will start collecting this information on new vehicles at their ordering pointin the
ROADS! UMICOR svstems beginning with the 2009 ordering vear. In order to collect information
onoutstanding vehicles in agency fleets, an upload process will be initiated to allow users o
perform bulk uploads of vehicle information on existing government vehicles.

This upload process will anly be availableto users during the initial data collection period. Once
FIMWRS goes live and the collection of new vehicle information begins, the bulk upload process
will be suspended and agencies will be required to add vehicle information to the database
onling, on an individual basis.

Preparing Your Data

Before vour data can be uploaded, vour Excel spreadsheet must be prepared.

To prepare your spreadsheet:
1. Openthe Microsoft Excel spreadsheet that contains vour list of vehicles.
Openthe Save Az dialogbox (FilexSave Ls)

Displavthe Zave as type drop-down list and select Text (Tab delimited).

£ 5 B L]

Click OK and Yes aon the dialog boxes that pop up, and then close Microsoft Excel.
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GSA

Agency Upload Supplement for FMVRS

Logging in to FMVRS

Accessing FMVRS

To access the FMVRS Home Page:

1. Open your internet browser and enter the URL for the FMVRS web site:
fmvrs.fas.gsa.gov.

The FMVRS Home page, shown in Figure 1, will be displayed.

FMVRS.FAS.GSA.gov W GSA Fleet

The OfMaal Goverryment Site to o
Jerery Lervcas Atminarson

Gy Of .5"5"" 2‘\'*.--

Figure 1, FMVRS Home Page
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Logging in

To log in to FMVR S:

1. Access the FMVRS Home Paage, shown in Figure 1, and click the Continue button in the
upperright corner.

The Loginscreen, shown in Figure 2, will be displayed.

FMVRS.FAS.GSA.gov HGSA Fleet

The Officsl Government Site to

Fegister Federal Vehicles Sarvices Ay

« About FMVRS + Contact Us  * Privacy and Sscurity

Please Enter your User I & Password
Eorgot Password

Figure 2. Login

2. Enterthe User ID and Password provided by your agency's point of contact, and then click
the Sign in button.

LInlessvou are loggingin for the first time: The Main Menu, shown in Figure 4, will be
displaved. (If vou have already updated vour account information, skip the section: Updating
Your Account Information, and continue with the section: Uploading your Data.)

[fvou are loggingin for the firsttime: The My Account screen, shown in Figure 3, will be
displayed, and vou will be prompted to enter yvour account information and change vour
password. (If vou are logging in for the first time, continue with the next section: Updating
Your Account Information.)
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y Upload Supplement for FMVRS

Updating Your Account Information

[fyou are logging in for the first time, the My Account screen will be displayved when vou attempt
to login, and you will be promptedto update vour account information and change vour
password. You can update vour account information anvtime by clicking the Ay Account link on
the Main Menu screen under Security Menu.

To update your account information:

1. Access the My Account screen, shown in Figure 3, and enter vour personal information.
(Entries are required in all fields.)

2. Create a new password, followingthe Password Rules displayed at the bottom of the
screen, and then click the Submit button.

3. Once vou have successfully submitted your new account infarmation and password, click
the Main Menu selection an the menu bar at the top of the screen to continue.

The FMVYRS Main Menu, shown in Figure 4, will be displayed.

GSA Fleat

= ABSuf FMVRS = Contsct Us  « Privacy and Security « Logout

My Accownt

Figure 3. My Account
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Uploading Your Data

Before vou can upload vour data, vour Excel spreadsheet must be saved as a Text tvpe, as
previously described.

To upload your data:

1. Access the Main Menu, shown in Figure 4, and click the Bulk Data Upload icon in the
middle of the screen.

Adialog box will be displaved.
2. Click QK onthe dialog box to open the file.

3. Accept any security cerificate requests and wait forthe FMVYRS applicationto download.
If requested, click Run to run the application.

The FMWVRS Data Upload screen, shown in Figure 5, will be displayed.

FMVRS.FAS.GSA.gov GSA Fleat
The Offiaal Governmens Sibe to

sher Fecleral \ersckes

» Contstf U« Prrcacy and Secunity » Logoul |

el Meno
% ¥ Socurily Moss

iﬁw- “ \ Linse PaTes Miws
\%‘ 5 B Lo D s ;-.

Figure 4, FMVR S Main Menu
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Federal Motor Vehicle Registration System Data Upload

Select Fie Bar =
Shep 0, Saew your FRVES Demplate 335 Fibes 56 Taf [TAR Delavated to v kol drove]
Shap 2 Choln o Shay "Salet Py baive shorow | sl salect the s o soreed | E oo shol be T

Shap 1, Upload Tde:

Slap . Taview lmor Fecordy.  Cpssn Microwoll | NCTL and open file C:7Bermp ¥ MEWTES]FRLIL S

Aerapled
Fapclet

Figure 5, FMVRS Data Upload

4. Clickthe Select Files buttan.
Afile open dialog box will be displaved.

5. Selectthe Text (Tab Delimited) file that vou created, and click Open.

G. Clickthe Upload button in Step 3 on the Upload screen to upload your file.

The record count, which will be displaved in the Status column, will increment as the data is
uploaded.

“When the upload is complete, the status ofthe upload will be displaved in the Status
column, and a file containing upload error messages will be created in vour temp folder—as
indicatedin Step 4 on the Data Upload screen.

The number of files Accepted and Rejected will be indicated on the lower left of the screen.
7. Oncethe uploadis complete, click the EXIT button.
8. Logout of FMVYRS and close the browser.

9. To review the records that were rejected by the upload process and to see the reject codes
goto: Crvtemp\ FMSVRESERR.xls.
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